



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


CENTRAL IWTELLIGKWCK AGENCY 
Washington, D. C . 


10 July 10;)2 

SUBJECT: Policies and Assumptions to Govern Preparation of 

Vj r jh Budget 

Attached, is a copy of a letter to DC1 from the Director 
oi: the Bureau of the Budget outlining the general economic and. 
other assumptions under which the 1 Budget will be reviewed 
by the .Bureau of the Budget. This statement of 'budget policy 
also gives general criteria, under which Budget estimates will Be; 
evaluated. A copy of this letter is being f . nished for general 
information as the final overall Agency Budget is required to De- 
based on these assumptions and policies. 

FOB THE DIRECTO;. OF CENTRAL INTELLIGENCE : 




L. K. WHITE 


Acting Deputy Director 
( Admini s t rat i on ) 


1 Attachment 


DISTi i IBUTION NO. 1 
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EXECUTIVE OFFICE OF THE PRESIDENT 
BUREAU OF THE BUDGET 
WASHINGTON 25, D. C. 


Juno 27, 1952 


My dear General Smith: 

The President lias established the .following policies and 
assumptions to govern the preparation of the 19 5 k Budget. The 
material contained in this letter is for the guidance" of your 
agency in preparing its estimates and is not to 'be released 
outside the agency. 

Ass limp t ions 

Employment, production, and national income will continue 
to rise, with the gross national product in the fiscal year 
1954 being around $365 billion (compared to January -March 1952 
rate of $339 billion) and unemployment not exceeding an average 
of 2 million. The availability of materials will not be a 
limiting factor on Government civil programs. 

Prices on the average will remain unchanged, at about the 
present level. 

International situation - no substantial change in inter- 
national tensions. 

Bureau staff will supply more detailed information on the 
economic assumptions as they may relate to your specific programs 

Budge t Policies 

The level of programs arid activities to be financed in the 
195^ Budget will be determined by their necessity for the planned 
defense program, the internal security of the Nation, or the 
maintenance of essential civilian services . In general, any 
increase over the level of activities provided by 1953 appropria- 
tions will require exceptionally strong .justification. Programs 
relating to defense needs must meet the same strict tests as 
those related to essential civilian needs. Each activity should 
be appraised in the light of the following specific policies : 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


- 2 - 

1 * Each activity and service should be scrutinized as to 
urgency and intensity of need for continuation at the 
existing level of operation. Those not making a 
signii leant contribution to defense or c scent Jal 
civilian needs should oe critically reexamined? if 
elimination would result in loss of the Government's 
previous investment in physical improvements, accumu- 
lauion cl valuable data, or continuing programs to 
attain long-range objectives, they may be continued 
at a minimum level. 

2. Provision should be made only for minimum acceptable 
standards of service even though such standards may 
involve a reduction in service. 

3 - No increase in activities above the 1953 appropriation 
level should be provided for unless (a) directly re- 
lated to and needed for the current defense program, 

(b) clearly required for the support of essential 
civilian services, taking into -account increasing 
woi kload cud backlogs reaching uimiancigoahlo propor- 
tions, or (c) required to produce a tangible and 
substantial augmentation of our ability" to continue 
devoting a largo portion of our economic and phys- 
ical resources to military purposes. Increases under 

(c) above should be specifically identified and 
justified. 

ij r Estimates should anticipate to the maximum extent 
practicable increases inefficiency, such as those 
resulting from reorganizations, improved management 
and mechanical procedures, and bettor programming 
of work to be done . 

D ate and Co m pleten ess of SuDj ad. s g ian 

Your budget for 19>'t which is due on or before September 15, 
should cover the complete requirements of your agency' for the 
year. 

Sincerely yours, 

(Signed) l 1 ’. O'. IAWTON 
Director 

Honorable: Walter B. Smith 

Director, Central Intelligence 
Agency 

Washington 25, D. C. 
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RESTRICTED 

So c uri by I ni’oraa t i on 

central iKTEixiaiSJicf agency 

Washington, D. 0. 


25X1A 


NOT rcE 


July 1$£2 


SUBJECT : Pic -exit Interviews 


25X1A 


1. CIA Clated 22 October 1951, sub -ject : * Personae I 

Exa o-.inter viewing , 11 called attention to the necessity for inducing pre- 
ventable turnover of competent personnel. While exit Inter views are 
being conducted for virtually all separated personnel, they usually 
occur so late that no action can be ta.it on bo save the employee » Exit— 

;i interviewing procedure in profitable only if supervisors see to it that 
employees who contemplate leaving the Agency are referred to the Personnel 
Office before their plans for leaving are made firm . Frequently limned la be 
arid intermediate supervisors fail in their obJagation to tube effective 
and timely action when, an employee expresses uissain sf action-' or announces 
his intention to resign. 



Good personnel management starts with the immediate or first- 
line supervisor . The effectiveness of the ngerey depends to n large 
dev, -roe on how well the supervisor appreciates what his contribution 
can and should be. Retention of capable employees is one of manage- 
ment's prime responsibilities . Supervisory at all levels must be con- 
stantly alert to establishing and maintaining job satisfaction of a 
high degree . 


3* Accordingly, it in directed that supervisors refer to the 
appropriate Personnel Relations Branch any employee who expresses job 
or other di.ssatisfaction which can not be resolved through normal 
supervisory channels. Procrastination must be avoided j.n such matters, 
pt.rticiU.arIy when there is indication, that the employee is contemplating 
resignation. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


L. K. WHITE 
Acting Deputy Director 
( Admin i s oration ) 

DISTRIBUTION NO. 4 



RESTRICTED 

3c c ur i by Inf ormati on 
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STANDARD FORM NO, 94 


’* < ‘0! ■ f ‘ v 

Office Memorandum • 


■mm 

Information 

UNITED 


STATES GOVERNMENT 


1 Acting DE/a DATE: JiJL 1 1352 

from j Acting AD/P 

SUBJECT: Rre-Exit Interviews 


we need * “ C °^ 

given the earliest possiblfS^ S ° U Counsellors be 

good people who may be leaving the AtreS Sr ’J eels “ notion to salvage 
past successes have been fair^ut f °u Preventable reasons. Our 

nave oeen lair but I feel we have much room for improvement. 

at further decreasing a our d preventable lossT^n CIA Noti ? e whlch is aimed 
at the earliest possible date. Distribution* Re °°™ encl it be published 
supervisory level. ribution should be made to the lowest 


1 Attachment 

Draft of proposed Notice 



MATTHEW BAIRD 


25X1A 


SliAf :i tliSlJ E few 

Security information 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


25X1A 


25X1A 


CENTRAL INTELLIGENCE AGENCY 
Washington, D« C. 


SUBJECT: Dismissal of Personnel Due to Exco 


1 July 1 952 
ive Hoab. 


1. CIA subject: "Dismissal of Personnel Due 
to Excessive Heat", grants authority to Office heads to dismiss groups 
of personnel under certain specified heat and humidity conditions • 

2. The conditions specified in the Regulation are that the 
temperature be 95 tJ or higher accompanied by a humidity of 55$ or more, 
or similar conditions which render a particular area unsuitable for 
work . 



3. In order to assist Office heads in making determinations as to 
whether existing conditions are such that group or mass dismissals are 
warranted , the Chief of General Services will provide facilities for 
taking temperature and humidity readings when requested. These tempera- 
ture and humidity readings will be furnished automatically when general 
weather conditions are such that it appears this service will be needed. 
At other times, such service may be obtained by calling the Building 
Maintenance and Utilities Division, Extension 2168. 

h. Groups of personnel dismissed under this policy will not be 
charged with leave. 

5. In cases where determinations have not been made by the Office 
heads that group or mass dismissals are necessary in particular areas, 
individual dismissals will be handled in the normal manner; 1 . e . , indi- 
viduals who feel that they must be excused will be charged with annual 
leave or sick leave in accordance with medical determination. 

FOR THE DIRECTOR 0E CENTRAL INTELLIGENCE: 



L. K. WHITE 

Acting Deputy Director 
( Admi ni s tra t i on ) 

DISTRIBUTION NO. £ 


25X1 A 
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Sc 'ity Information 


CENTRAL JNI’ELLIGii'lNC^ AGENCY 
Washington,.. I)- C. 


NOTICE 

30. June 

SUBJECT: Transit Strike - .Emergency' Service 

1 • In the event of a transit strike, the cooperation of all employees 
will be appreciated in helping their fellow employees .who normally use 
public transportation in traveling to and from work. 

2. The following suggestions are -offered and it is strongly urged 
that all. employees cooperate to the fullest extent possible* 

a. Employees who use public "transportation should try to arrange, 
for a ride to and from work with a fellow employee or friend who is 
driving to work in the vicinity of CIA .'buildiiigs. 

b. Those employees driving their own. cars can be of great 
service during this emergency by placing hand made placards In the 
window of their car indicating the general area of destination both 
going- to and from work, such as: 

(1) . Riverside Stadium 

(2) West Potomac Park 

(3) Lincoln Memorial 

These signs should not read CIA. On the return trip in the evening 
employees might indicate on the “ reverse side of the sign, general 
destinations as iolloWvS ; 

(1) Betliesda via Wisconsin- Avenue. 

(2) • Silver Spring via. l6th Street 

(3) Southeast "via South. Capitol Street Bridge 

c. Signs wild. be. printed on request to. the Reproduction Division, 

• •• Administrative Service, Extension joOb. 

d. To facilitate the- above suggested plans, the Agency has es~ 

*' tabltshed the following pickup and delivery points. Employees driving 
their own automobiles would pass by one of the following assembly 
' -points in the evening where employees without transportation would 
assemble* 


- 1 - 
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Him 

l-hK’-jihrV'X 
m , J, '!'& 

a ;> ^ ^ 


RE3TRIC TED 

Sec iu 1 ty Information 


Assembly points are established as follows: 

Dior tli , Cent ral, Administration, So u th, 11 Q" and " M 1 ^ 

The Capital Transit turn around stop between "M" Bu tiding 
and the Iiourich Brewery and directly across the st.veec from 
1H 1 ve i’ s .i. d e S t a d , urn . 


11 h n and tt K tl Buildings 

In the rear of n L 11 and M K n Buildings at gates I* 3; 9; 


Quarters 


and Allcot t Hall 


In the parking area behxug Quarters "I". 


e. Office heads should exercise reasonable latitude in excusing 
employees who arrive late or must leave early due to transportation 
difficulties or arrangements. 

3 . Information from the U. 3. Park Commission indicates that 
additional parking will ho permitted on the Polo Field, West Potomac 
Park adjacent to Quarters "I". 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 



L, K. WHITE 

Acting Deputy Director 
( Admxni s t rat ion ) 


DISTRIBUTION HO. 
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Security Information 
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RESTRICTED 
Securi ty Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 


25X1 A 


NOTICE 

25 June 1952 

SUBJECT : Expenses of Students Enrolled In External Training 
Programs . 

REEERENCE : CIA Regulation 

1, Effective 1 July 1952 the expenses of travel and per diem 
.incurred by students enrolled in external training programs after 
that date will be borne by the Office uf Training, and no^jMihe 
sponsoring office as provided for in CIA Regulation No.HHB 

2. CIA Regulation No . MMJH be revised to include this 
provision. 

FOR THE. DIRECTOR OF CENTRAL lOTELLIGENCE : 



L. K. WHITE 

Acting Deputy Director 
( Administration ) 


DISTRIBUTION NO. 2 




RESTRICTED 
Sec uri ty Information 
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25X1A 

25X1A 

25X1 A 
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SrctffilTY IHFBRMA7WM 


25 June 1952 


MMDRANDUM FOR: Chief, O^M Services 

SUBJECT : Proposed CIA Notice Covering 

External Training Expenses 


1. Attached herewith is a proposed CIA Notice concerning 
the expenses of students enrolled in external training programs* 
This Notice is a result of discussions held between representatives 
of this Office and the Comptr oiler* 

2* It is requested that your Office coordinate and prepare 
this notice for issuance as soon as possible in order that the 
Office of Training may be authorized to budget for such expenses 
in the estimates now being prepared* 


25X1 A 
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25X1A 


COWIDmi l U\L 
tie e ur :i i y Iiiforirjf.it ion 

C'WXhAL II'lTliJLLIGKiNiCiS AGENCY 
V/aeh.i ngton, D . C. 


HQ TICE 

HUM 5 July 1952 

b OBJECT: Employment and Traj.ru.ng of Clerical Personnel 


Pool \hs^T7fr' ^Interim Assignment Branch, formerly the Personnel 
of better ?'’T improvement of the selection and placement 

C TAR \ . ' 1 fluxed cleiicol personnel. The Interim Assignment Branch 

n Sn4"nt P re"ert y f ^ 0ffice for th * <* maintain!, 

1 jt xeWli ' e 01 clerical personnel for assignment as re-mlar turn 

and t0 iJUpply ext ' aiidxn - staffing requirements. The 
0U.,cc °i iiairang is responsible for the* training of clerks, tynLsts 
e enoyraphers, and secretaries who are assigned to IAB. The IAB* serves 
period of d l m bl T OUgh wluch the A ^' ncy holds such personnel during the 

ul -! i Zr^UT SB ^ aDd SUbSU<3LUeatly until ^ey are considered 
q.ua.LiJ.icct lox tnu.u topee ii ic assignments . 

pr^vioiK’ ^ ni &ttly desirable that personnel with 

it“! th- c AP crior,co oc utilized for overseas positions. Accordingly 

c!!c- ? on- 1 - ai 1 T 1:,Cy ° f . the *•“** ^ all types of overseas * ^ 
personnel 1 “An^f f and ye^srgnment of present departmental 

thi*' noi : cv - 7 >i • *-.1 ■ v f'' ’• 1 e xvu fullest cooperation in implementing 

. rfhlcl1 should stop many of the present difficulties concernin'- 

s* d r> and oLher pro ' blQ,i,£! from tS ;! s ^t nii 

pi ~c Lice oi recruiting externally for direct overseas assignment. 

her,af!r^l?S; ^ c ^ k ° >**?»**>■ stenographers, and secretaries 
■J, * 0 f. , d p, i ] - bo slotted against positions of the IAB re- 

of operatin- I vm l t fcm0,lb 1 i''T rC ‘ i ‘ Clerical personnel recruited by members 
f P T 1 V PX Wil1 be earmarked for eventual assignment to the 
ep --afciug oifree making the referrals if such action is desired. Vacancies 

;X2 ° f Sro S .f i! be / illed by pl “ nt payees 

clerical n, n «nr ^° U&h thi& dwvice > Positions will not be encumbered with 

the' AS4^t Di^ci 11 -. 5 }? 0658 h“7 fia&LLy fail t0 enter 011 d uty. When 

he r ailt h h (Personnel) determines that exception is .justified 
he mey approve slotting of a recruit directly against an overseas position. 


^ • Standards of Proficien cy . 


The 


dutv -in -hhZ~ Tvp T "" TT 1 ~ Personnel Office will enter on 

/ '* " / AB only those persons who meet the standards of- proficiency 

gt* * «” * ? *! «*» “» or AM. KMttira, 

tia. acceptable eoanuards oi proficiency will be reached through the 
nif LIlir f yLV “ n 111 the M3* If an individual fails to attain these 
" ep bi * stnn dardo , the Office of Training and the Personnel Office will 
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te 



ipXIA 
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confidential 

3e c ur iry Informu bi on 


duoernii.no the advisubili ty of additional tnuvn,, IS .it is determined 
that addi tional training would not bv? profitable, uoe employee will 
eithur be assigned to another position not requiring the stills winch 
lio appears unable to develop or will bo separated for .Cm lure to qualify. 

l j „ Training, will.' provisionally cleared clerical personnel 0.0 signed 
to the lAlTmus tT "take a tra.ui;i ng course of at least cwo weeks 1 ciurab'i.on, 
unless results of tests in die a be no need tor further training, in which 
ease the individuals will be assigned ava.ilo.1nle work projects. Insofar 
as operating office requirements will pormio, clerical personnel who 
enter on duty only after full security clearance will complete the same 
training as that required of persons who are assigned to the 1AB while 
await :i iv; security clearance, Since certain portions of the lull training 
course are of a classified nature, each cleared eloxl: will be given two 
days and all others three days of training immediately prior to release 
from the IAB. This latter training will consist of practical applications 
of office procedures and skills for vrha.cn the new employee wj. 11 be held 
responsible. 

6. Work Projects. Provisionally cleared, clerical personnel in the 
IAB will be detailed To perform work projects for all periods not devoted 
to the training program. The Personnel Office will accept unclassified 
work projects from operating offices, providing deadline commitments are.- 
not involved . In order that such, work projects will not uucivlog to tile 
detriment of the operating offices, the Personnel Office will accept ineui 
only to the extent that the IAB 1 s capacity j ndxcntes tftoir prompt com- 
pletion in a reasonable period of time. 

FOB THE DIRECTOR OF CENTRAL INTELLIGENCE : 



L. K. WHITE 

Acting Deputy Director 
( Adm.L n x s t rat i on ) 


DISTRIBUTION NO. 5 > 
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COIlFIIJEmAL 
Eoouri by I affirmation 

CENT b Ail. 11'iTl’j.LjJj.L GJ' j i'J C E ACEhC Y 
Wat: li ing ton, D . C . 


25X1A 


NOTICE 


5 July 19^2 


SUBJECT: Employment and Training of Clerical Personnel 


1. General.. The Interim Assignment Branch, formerly the Personnel 
Pool, lias as its objective the Improvement of the select’ on and placement 
of bettor qualified clerical personnel. The Into rim Assignment Branch 

( IAB ) is operated by the Personnel Office for the purpose of maintaining 
a constant reserve of clerical personnel for assignment as regular turn- 
over replacements and to supply expanding staffing requirements . The 
Office of Training is responsible for the training of clerks, typists, 
stenographers, and secretaries who are assigned to IAB. The IAB servos 
as the medium through which the Agency holds such personnel during the 
period of security processing and subsequently until they are considered 
qualified for their specific assignments. 

2. Overseas Assi^raKuro. It is highly desirable that personnel with 
previous Agency experience be utilized for overseas positions. Accordingly, 
it is the general policy of the Agency to fill all types of overseas 
clerical positions by transfer and reassignment of present departmental 
personnel. All offices will g.:.ve fullest cooperation in implementing 

this policy, which should stop many of the present difficulties concerning 
orientation, per diem, and other problems evolving from the present 
practice of recruiting externally for direct overseas assignment. 

3. Blotting. All clerks, typists, stenographers , and secretaries 
hereafter recruited will be slotted against positions of the IAB re- 
gardless of recruitment source. Clerical personnel recruited by members 
of operating offices will be earmarked for eventual assignment to the 
operating office making the referrals if such action is desired. Vacancies 
in operating offices will be filled by placement of qualified employees 
from the IAB. Through this device, positions wjII not be encumbered with 
clerical personnel in process who may finally fail to enter on duty. When 
the Assistant Director (Personnel) determines that exception is justified 
he may approve slotting of a recruit directly against an overseas position. 

4. Standards of Pro f iciency . The Personnel Office will enter on 
duty in the IAB only those* persons who meet the standards of proficiency 
for the grades for which they are recruited or whose potentialities assure 
that acceptable standards of proficiency will be reached through the 
training given in the IAB. If an individual fails to attain these 
acceptable standards, the Office of Training and the Personnel Off.i.ce will 
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195 & 
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COKFimmAb 
ojciu'.i. uy Xn.'.o x'imii bj on 


de lurnune the ;wlv ^ability u:i‘ midi, i, ..oirXl tra/Ai.-n.-;. li ; t r, j r. Tm 1 n-'-d 
ai.!d.i. t.iona'L training would not bo prof.: .table; too employee will 
(.mi-Oam.' be aysv : ;iicd to another pus-. I ion uoi rccuurirr th. i5 j: j Us wlju’h * 

Ik; appears unable to develop or v,.ll no separated foi failure to qualify. 

to t ho‘ TM T™ 7 r i r-* l All j i n:)V t‘ 5 ' 0,:ia:; ' ly '^uidcal pcreouiicl asbi.aund 

; t,-"' ; ti F l ' U “ a ' a '; lljri;,; cc ' u ~ e “t leant two weeks' duration.. 
cvr%«e - M 1 F 1; " CS i MJx ' atu £l00d £or •'•^ther training, in which 
wal 0te ;WiSi S ned avu.i .table work projects. Insofar 
■:.c oyv.uu..u) t; 01,100 requirements will permit, cloned! personnel who 

S?'?“ Wlty , 01117 U ' ;ter fUl1 B0Curit y <**«»«» will complec. the same 
b «te that required, of persons who are assigned to the TAB wbiJo 

r-vniitJU;-; security clearance. Uince certain portions of tb.- full training 
eotirso are of a classified nature, each cleared clerk will be «ivea' two 
aayt ana fill others three days of training 5 jmnedia-tc.lv prior to roiea-v. 
:i u:U ,d h ! Ua ' Thls ;Lattor traiuin S will consist of practical applications 
^t,.. ; L ^ L P10Cu ' ;Urca atid skills for which. the new • employee • w j n- he- held 


T An .A\ Provisionally cleared clerical personnel in the 

1AB w.Lll be clooiuled co periorm work projects for ail periods not devoted 

iXr pjX) -' a '"' m - The Personnel Office will accept unclassified 

c^.. piujects J. rom operating offices, providing deadline commitments arc 
not involved lu order that such work projects will not backlog to the 
' * , A operating offices, the Personnel Office will accept them 

ouij to the extent that the Mi's capacity indicates their prompt com- 
p.l.e lion j.i l a r«jabonable poriod of ti.znu. 

FOK THE DIKKCTOH OF CENTRAL INTELLIGENCE: 


25X1 A 


L. K. WHITE 

Ac t.uj.;v Deputy Director 

. (Administration) 

DISTRIBUn'031 WO. j 
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&/Z- ~ P-tS 7 S' 
STATES GOVERNMENT 

1 Assistant Deputy Director (Administration) DATE: 2k June 19$2 

Acting Assistant Director (Personnel) 

Employment and Training of Clerical Personnel 
REFERENCES: (Attached as Numerical Tabs) 

1. Memorandum dated 28 April 1952 to ADD/A from AAD/P 5 
subject "Per Diem for Clerk -Stenographers. 11 

2. Memorandum dated 21 May 1952 to Personnel Director 
from AA D/P, subject "Clerical Employment Operations." 

3. Staff Study dated 12 June 1952 to ADD/A from AAD/P, 

subject "Initial Slotting and Training of Clerical Personnel." 


Office Memorandum 


1 


UNITED 


_ . Th ® P ol ^ cleSj Procedures, and ideas involved in the three 
references have been consolidated into the attached draft of a CIA 
Notice, subject as above. It is recommended that this Notice be 
published at the earliest practicable date. 

to dint J*® ferenoe 1 . co 7 ered the proposal of the Inspector General 
to fio^ r 1 ?f' r Cderk-G ^® n °graphers against departmental positions 
t avoid further dissention regarding payment of transportation 
expenses and per diem to such individuals who were being slotted 

that n tL°ln™ot P °p iti0r \ S ; Tt has been a 6 reed ^ all concerned 
that the Inspector General's suggestion should be adopted but 

broadened to include all clericals. 

3. Reference 2 covered my instructions to the Personnel 
Director to revamp the operations of the old Personnel Pool so 
as to provide a means by which adequate training of new members 
uld be accomplished. You have agreed to the principles involved. 

on oni t *'T/o efe ^ enCe - 3 advanoed the idea entering all clericals 
on one T/0 and assigning them from a common source after completion 
f required training. You have approved this idea. 

5. We will appreciate return of the references after thev 
have served your purposes. ^ 


Attachments: 

3 as listed 



MATTHEW BAIRD 


25X1A 


Security l n f 0rmati 


ion 
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25X1 A 



CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 


SUBJECT: Voting Information 


25 June 1952 


1. In many eases Armed .Forces personnel and civilians serv- 
ing with the Agency will not be able to vote in person in the 
coming Presidential Election because of being stationed outside 
of their home states. Laws in most states provide for voting by 
absentee ballots, and, undoubtedly, a considerable number of 
servicemen and civilians who cannot vote in person will want to 
take advantage of these provisions. 

2. The Armed Forces Information and Education Division of 
the Department of Defense has prepared a pamphlet entitled, "Voting 
Information , copies oi which have been obtained and distributed 

to each Office. The primary purpose of this pamphlet is to out- 
line the procedures for registering at the place of legal residence 
and. to provide a summary of absentee registration and voting pro- 
cedures for each state in a condensed and understandable fashion. 
All members of CIA who may have any questions as to their eligi- 
bility to vote are urged to consult the above-mentioned pamphlet 
which may be obtained from the various administrative officers. 

In addition, members of the Personnel Relations Branches and the 
Military Personnel Division of the Personnel Office will be avail- 
able to discuss voting problems with any Agency personnel who 
desire to avail themselves of this service. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION NO. 3 



L. K. WHITE 
Acting Deputy Director 
( Admi n i s t rat i on ) 


25X1A 
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Office MlCITIOV $ fldllTyi • united states GovER^f^^ 

TO 1 Assistant Deputy Director, Administration date: 0 

from * Aobing Assistant Director, Personnel 
subject, voting Information 


1. 1 have secured a number of copies of the Department 
of Defense pamphlet on "Voting Information" in the belief that 
ail members of the Agency, both military and civilian, should 
be informed fully on the voting requirements of their particular 
btate of residence. I propose to have these copies distributed 
to each Office. Copy is attached for your information. 

2. ^ There is also attached a draft of a proposed CIA Notice 
announcing the availability of the pamphlet. Recommend it be 
published as soon as possible. 


25X1A 


, iL , , MATTHEff BAIRD 

Attachments: 

1 - Pamphlet, "Voting Information" 

2 - Proposed CIA Notice 

0PD/CWC:sm (1? June 1952) 

Distribution: 

1 - A/AD/p 
1 - OPD 
1 - PSPS 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 



26 June 1952 


SUBJECT : Proc u re merit: Contacts 


1* The Chief, Procurement and Supply Office, is responsible for 
the procurement of supplies and equipment required for logistical 
support for all components of the Agency, except as departure therefrom 
is properly authorized. 


2. Office heads are responsible for ensuring: 

compliance with Cl A Regulation which 

provides that the Chief, Procurement and Supply Office, will 
determine and supervise all liaison with other rj. S. Government 
agencies .».n connection with requirements for and procurement of 
equipment and supplies, and 

b. that approval is obtained from the Procurement and Supply 
Office prior to making other contacts which have as their ultimate 
purpose the procurement of equipment or supplies, and further 

c. that contacts which do not have procurement as their 
original purpose but which so develop are reported promptly to 
the Procurement and Supply Office and approval of that Office 
obtained prior to any further procurement action with such contact. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



L. K. WHITE 
Acting Deputy Director 
(Administration ) 


DISTRIBUTION NO. 3 
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k * June 195 2 


I®DHANDUM FOR: Chiefs General Services 
SUBJECT : Revision of Regulations 


. ^eluded in a recent report made by the Special Assistant 

to AD/PC for Review and Inspection is a recommendation that Agency 
Regulations be clarified to make it explicit that all negotiations 
and inquiries which may culminate in procurement should first be 
cleared with the Office of Procurement • and Supply. 

2. Please initiate appropriate Organization and Methods 
action. 

mmmmmmmmmm 25x1 a 


WAITER RElD.WbLF 
Deputy Director 
(Administration) 

DD/AsLTSsjdc 

Distribution: 

1 - ADD/A 
1 - Ch Proc 
1 - DD/A chrono 
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CENTRAL 1KIELU.CBIICE AGEiJCY 
Washington, D. c. 


19 Juno iyJ2 

SUBJECT: Cj.A Career Sev /ice Program 


-L; Attached for ..niormat. on and for appropr iate action .,y the 
i'rtiaj. .ho port 01. the CIA Career Service Coimiu.ttee . which ha* ireoj. ap~ 
P iC - ed "y the Director of Central Intelligence. 

cl ne,j-;latjOiiS.. procedures, and assignments Xnrtuer imp 'Lc-nt :hv. f 
uie irogratn will be incorporated in the CIA Manual or issued as CIA 
Eo taxes, as veq ,ired, in order that it may be phased into full operation. 

FOK THE DIRECTOR OF CEliTRAL IMTELL IGEi/CE : 


WALTER REID VOLF/ 
Deputy Director 1 
( Adifl . n i s t x’Q 1 1 on) 

DISTRIBUTION NO. 3 
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11 June 19f>2 


TO : Director of Central Intelligence 

FROM : Chairman, Career Service Committee 

SUBJECT: Final Report of the Career Service Committee 


1® PROBLEMo To devise a Career Service Program that identifies, 
develops, effectively uses and rewards individuals who 
have the skills required by CIA; motivates them towards 
rendering maximum service to the Agency- and eliminates 
from the service, in an equitable manner, those who in 
spite of the Program fail to perform as effective members 
of the organisation 

2 0 ASSUMPTIONS o It is assumed that: 

Required skills can be identified through appropriate 
evaluation and selection devices, 

b 0 Potential skills can be developed and maintained through 
appropriate supervision, training and duty rotation 0 

c 0 The skills of CIA personnel can be. utilised most effectively 
through planned assignment of individuals to positions of 
progressively greater responsibility as their skills are 
developed to meet CIA requirements for those positions 0 

The experience of personal growth together with a personal " 
identification with the objectives and operations of the 
Agency will stimulate maximum service among CIA personnel 0 

e 0 Aspirations of CIA personnel to a career with the Agency 
will depend on the extent to which their contribute ons 
are recognized by the Agency and on maintenance by the 
Agency of the best possible climate for work 0 


- 1 » 
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3o DISCUSSION. Tabs A through H present a Ca er Service Program 
which has been tailored to the needs oj. o,:A by experienced 
members of the Agency. This Program is based upon tech- 
niques which have proven to be effective in private industry 
and other Government establishments 0 

hs RECOMMENDATION© It is recommended that you approve this report 
and authorize the Deputy Director (Administration) to 
implement the CIA Career Service Program, 



Chairman* / 

Career Service . Committee 


Approved: 13 June 195>2 
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SUMMARY 0? THF ClA CAR 1r ER SERVICE PROGRAM 


n- , • I “ The CIA ^ Career Service Program is controlled by a CIA Career 
th n CC ’ f° a r? wh ?- ch ? otl£!is * s of thc deputy Director (Administration), 
the neputy n ]r ,.ctor (Pisns), the deputy Director (intelligence), the 
Assistant Director (Personnel), the Director of Training and, on a 
rotating basis, two Assistant Directors. The two rotating members of 
Lie r card will esen serve for six months, there being at all times one 
.from the overt office group and ono from thc covert office ;?rouo. Their 
.•ours, of duty are staggered so that there? is continuity. The CIA Career 
•arvice Board rns-ts once a month. If any member is unable to be present 
£ repr r S M nt ^ by hie Deputy. Four members constitute a quorum. 

1 he .uairman o.f the Board will bn one of the Deputy Directors, each of 
whom will serve successively for a term of four months. The Cn.ru 
Development Staff of the Personnel Office serves as Secretariat of the 
board and the Chief, Career Development Staff, acts .a*; tb» Bo»rd'«i 
Executive Secretary. (See Tab B). 

2. The CIA Career Service Board is responsible for advice to the 
D..I on making CIA n better place in which to' work. It develop,- policy 
governing the Career Service Program and advises concerning all policy ' 
matters affecting Agency personnel. This is a continuous process in 
order that the Program may be immediately responsive to the needs of the 
Agency and in order that the Agency »s personnel policy may remain ' ' ' 

fauffici.i-.-ntly flexible to rnept all contingencies. The Bonrd parvis to 
guide the Agency In its development of long-r«ngo plans for the best 
utilisation of the ^ Agency's human resources,, It is concerned primarily 
witn policy, not with day-to-day decisions or details* (See Tab B)* 

• br..T‘ lt: ’ (Office?) Career Service Boards are located in each of the 
major Offices and units of CIA and are responsible to their respective 
Assistant Directors or Office heads for the operation of the Career 
service Program in accordance with policy established by the CIA Career 

/ne- C % B r rd : The r are als ? responsible for collaboration with other 
Ufi ice) Boards on inter~Offi.ce Career Service problems. It is at this 
level and through the functioning of these (Office) Boards that the 
rotation, training, advancement and assignment plan recommended for the 
igfiYj: dunl by .his supervisor is reviewed for the approval of theTsilsiant 
Director or Office head. These Boards are concerned primarily with the 
implementation of policy and with the review of detailed recommendations 
concerned with the careers of individuals. (See Tab B).. 

- 3 - 
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lu Annually, or as often as required, each person is evaluated by 
,V£ suprinasor and the evaluation is reviewed by a reviewing official. 

Ho evaluation together with a proposed development program forms the 
oasis for a detailed discussion between the supervisor and the person 
/nor? ovaluated , The proposed development program is reviewed by the 

Car<? ! r . Rervic ® Board arid whfin approved by the Assistant' Director 
or Office cad oeoomos the plan for the individual's career for the next- 
y-ar or two. (Pee Tab C). ".. . 


, training and 
assignment to 
for planning, 
Agency* s prize 
ctively toward 
s mission. Such 
t is seldom tied’ 
not limited 'to‘ 


Special emphasis Is placed on the identification 
development of individuals who demonstrate potential for 
positions requiring executive ability* Individual talent 
organizing and directing the work of others is one of the 
assets provided it is carefully developed and guided off* 
th r accomplishment of some specific aspect of the Agency* 
potential is of interest to the Agency as a whole since* i 
to technical proficiency in any one field and, therefore, 
use in any particular area of activity. (See Tab D)« . • . 

l uni !Z£ personnel recruited and selected to fill pro- 
Cessiona! positions" (e*g. , all new personnel up to and including ns-11 
to fill slots designated as professional positions) will be screened bv 
the Professional Selection Panel (in a manner similar to that . employed" 
by the Board of Examiners o.f the Foreign Service) with respect to over- 
all suitability to work in CIA on a career basis* Exception to this • 
procedure may be made .in each case by the appropriate Deputy Director. 
(See Tab ^) . • 

7. All new personnel recruited and selected to fill orofessional 
positions including all new '* lateral-entry** personnel, GS-12 and above, 
wi en ,v.-r the CJA Intelligence School at the first session commencing 
a ,pr their EOT!. Exception to this procedure may be made in each case 
by the appropriate "Deputy Director. (Sea Tab E) . 

, ®*. One of the most effective methods of training CIA ocrsonnel, ■ 

.evelopmg their latent talents and preparing those persons' with hi^-h 
potential .for more responsible -nositions .is by means of rotat ion through 
one or more positions that can provide broadening experience, Executive 
skills can often bn developed through experience in a variety of areas' " 
of responsibility, (Tee Tab F). * • .. 


- h - 
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9 C The favorable work climate that is one of the goals of the 
Career Service Program would be enhanced by certain benefits not now 
available to CIA personnel* Many of these can be achieved only through 
legislation* The CIA Career Serviqe Board will give continuous attention 
to this problem* (See Tab Cl) . 

10* Much of the work that is accomplished in CIA .must,, for security 
reasons, be done anonymously. An important incentive that is common to 
most human endeavors, the acclaim and approbation of one * s fellow man, is 
til' - rafo.ro not generally available to CIA# The establishment of an in- 
ternal CTA Honor Awards Program will in part fulfill this need. 

(See Tab II). 


r- ^ - 
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Organisation* Relationships and. Functions of the CAREER SERVICE BOARDS 


I 0 Organization and Functions of the CIA CAREER SERVICE BOARD 

' A* The CIA Career Service Board will be composed of the following persons: 

Deputy Director (Plans) 

.Deputy Director (Intelligence) 

Deputy -Director (Administration) . 

Assistant Director (Personnel) 

Director of Training 
Two Assistant Directors, each to serve 
for terms of six months? duration* 

(See Schedule A) 

Executive Secretary « Non-voting 

Four members of the Board will constitute a quorum*. If a member cannot 
be present* • he may bo represented by his Deputy e The Board will hold 
scheduled monthly meetings, and agenda and minutes of meetings will be 
distributed to all persons on Schedule A 0 . 

Bo It will bo the responsibility of the CIA Career Service Board to: 

lo Develop policy governing the Career Service Program for approval 
by the DCI and serve as his advisor on all matters concerning 
. the Program*, 

2© Supervise and review the functioning of (Office) Career Service 
BoardSo 

3c. Establish and maintain an Executive inventory to be composed of 
those persons which the Board shall from time to time determine# 

Ij-o Make recommendations for filling key positions in the Agency 
with personnel from the Executive Inventory 0 

5o Review evaluation of personnel contained in the Executive Inventory 
and review rotation programs for their further development 

6 0 Approve the allocation of Rotation Loan Slots, to (office) Career 
Service Boards 0 (See Schedule B) c 

’ : -:6 ~ 
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7* Supervise supporting groups or Boards for handling specialized 
functions on an Agoncy«uide basis, such as, Hazardous Duty Board, 
Honor Awards Board, Professional Selection Panel, etc®, drawing 
on Agency personnel as necessary* 

8 0 Prepare and submit annually to the DCI a summary of the operation 
of the CIA Career Service Program, 

Organization and Phan ct ions of the SECRETARIAT of the CIA CAREER SERVICE 
BOARD 

A 0 The Career Development Staff of the Personnel Office serves as 
the Secretariat of the CIA Career Service Board and the chief. 
Career Development Staff serves as the Executive Secretary of the 
Boar d 0 

Bo It will be the responsibility of the Secretariat of the CIA. 

Career Service Eoard to: 

lo Recommend to the CIA Career Service Board ways and moans of 
improving the CIA Career Service Program, 

2 0 Perform, all secretariat and administrative functions for the 
CIA Career Service Board, These include, but are not limited 
to : 

■ a. Maintaining master files concerned with Career Service 
matters on a current basis for the CIA Career Service 
Board, • including agenda and' records of meetings, 

b. Transmitting to the CIA Career Service Board recommenda- 
tions and periodic reports of the (office) Career Service 

• - Boards for consideration,, 

c. Initiating and supervising such studies as are needed to 
improve the Career Service Program, 

d 0 Assisting (Office) Career Service Boards in effecting 
rotation appointments, 

e» Submitting unresolved intor-Office Board problems to the 
CIA Career Service Board -for decision, 

.. 7 „ 
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£? Coordinating with the Office of Training training . 
arrangements and needs respecting the CIA Career 
Service Program,; 

g t Acting in support of Boards established by the CIA 
Career Service Board for handling specialized 
functions on an Agency-wide basis 0 

IIIo Organization and Functions of the (OFFICE) CAREER SERVICE BOARDS 

Ac (Office) Career Service Boards will be composed of the following 
persons- 

Assistant Director (or Office head) ex officio 
Three or more. Staff or Division Chiefs , or 
comparable high-level officials 
Secretariat « Non«voting c (in most cases, the 

Secretariat will be composed of Administrative 
Personnel Officers of the Office concerned and 
will perform staff support for the Board©) 

Bq (Office) Career Service Boards will bo established in the follow- 
ing units of CIA u 


Office of Special Operations 
Office of Policy Coordination 
Office of Communications 
Office of Operations 
Office of Research and Reports 
Office of Collection and 
Dissemination 
Office of Current Intel- 
ligence 


Office of Scientific Intelligence 
Office of National Estimates 
Office of Training 
Technical Services Staff 
Personnel Office 
Medical Office 
General Services Office 
Inspection and Security Office 
Procurement and Supply Office 
Comptroller 1 s Office 


An Administration Career Service Board will be established which 
vail be concerned with those individuals who do not come under’ 
the jurisdiction of any one of the above Career Service Boards* 


C© It will be the responsibility of an (Office) Career Service Board 
to: 


1© Serve as advisor to the Assistant Director (or Office head) on 
all matters pertaining to the Career Service Pro gram c . 

- 8 - 


SECRET 

Security Information 


Tab B 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


SECRET 

Security Information 


2 . 


Direct within the Office the application and functioning of the 
.Career Service Program, including but not limited to: 


a. Executing relevant decisions of the CIA Career Service Board 
and making recommendations to the CIA Career Service Board 
for improvement of the Career Service Program. 

b. Sponsoring, developing and executing the Career Service program 
of the .Office concerned, including an intra -office rotation 
system, and reporting periodically to the CIA Career Service 
Bo§rd, 

c« Reviewing Personnel Evaluation Reports and proposed development 
plans for individuals in. terms, of training, assignment, 
advancement, rotation and promotion. 


Recommending cancellation or continuance of career devel onment 
actions, ' " 1 


e ° Participating in the development and execution of approved 
extra-office rotation systems, 

f® Submitting a semi-annual Personnel Evaluation Report to the 

Sponsoring Office on each rotation appointee from another Office 

go Bisuring that the rotation appointees detailed by thoir Office 
to another Office are not overlooked for warranted promotion 
and. ensuring that rotation appointees received by their office 
are productive and their assignments commensurate with the ' " 
purpose of the appointments 0 

h. Reviewing continuously conditions of service and duty with a 
view to making recommendations to the CIA Career Service Board 

. concerning working conditions and benefits that can strengthen 
morale and increase "esprit de corps", 

i. Reviewing continuously the personnel intake of the Office, 
especially at the junior professional level, with a view to 
ensuring the acquisition of highly-qualified, versatile persons 
with long-range potentiality, • 


O 


Supervise supporting groups or Boards as appropriate for handle- 
specialized functions, assigning to them Office personnel as 
necessary* ; 
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1 * 


Tho Personnel Evaluation Report (See Form Mo 0 37«l5l, 
prepared annually or as often as required* It deals 

The job being done 0 


attached) is 
with i 


b« The person f s performance on the job* 

c 0 The person's potential for assuming greater responsibilities, 

d„ The program recommended for the person's development. 

Effective use of the Personnel Evaluation Report is dependent primarily 
on the extent to which supervisors are objective in reporting useful 
information on the form. The Office of Training and the Personnel 
Office are currently preparing the program necessary to place this 
system in operation* 

The Personnel Office will bo primarily responsible for administration 
oi the personnel evaluation program* 


Attachment - 1 
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1. Instruction to the Administrative or Personnel Officer 

Consult current Admin istrat ive Instructions regarding the initiation and transmittal of this report. 

2. Instruction to the person evaluated 

Since this evaluation will become an important part of your record, you will want to give to it as much care 
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With 
respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out- 
side of the Agency, which you consider pertinent to your career development. 

3* Instruction to the Supervisor and the Reviewing Official 

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for 
planning and fostering the development of each person under your supervision, commensurate with his ca- 
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a 
jod-by-job and day-by-day basis and use this information in carrying out your supervisory responsibilities. 
Although evaluation ‘is a continuous process, it is necessary periodically to record your observations and 
recommendations for appropriate action. In preparing the report you should consider the individual's capa- 
bilities for further development in his present assignment and his potentialities for more effective 
utilization in other positions, including work of a more responsible and difficult nature. 

b. The following traits are generally regarded as having some bearing on a person’s performance and develop- 
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits 
in your comments, which should be terse and precise. 


COOPERATION 

DEPENDABILITY 

ACCURACY 

SECURITY CONSCIOUSNESS 
INITIATIVE 


RESOURCEFULNESS 
STABILITY UNDER PRESSURE 
ABILITY TO OBTAIN RESULTS 
JUDGMENT 
LEADERSHIP 


c. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and 
accurate Personnel Evaluation Reports can not be overstressed. The following basic principles of evaluation 
should be kept in mind: 

(1) Base your judgment on 

(a) What you have observed the individual do or fail to do. 

[b Typical performance as well as critical incidents. 

(c) Examples relevant to the duties under consideration. 

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just 
estimate of the qualities of the individual as demonstrated during the report period. Avoid exaggera- 
tions. They detract from the value of the report and are unfair to others. 

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE 
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS 
ANO THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR 
THE POSITION HE HOLDS. 

A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING THIS REPORT IS NECESSARY IN ORDER TO ASSIST IN THE 
DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL'S CAPABILITIES. 

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL 
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PERSONNEL EVALUATION REPORT 


Itema 1 through 6 will be comple ted by Administrative or Personnel Officer 
1. NAME (Last) — — — 


(First) 


(Middle) 


3. POSITION TITLE 


4. OFFICE 

STAFF OR DIVISION 

BRANCH 





IB 1 ] - H 


5. PERIOD COVERED BY REPORT 
From To 


6. TYPE OF REPORT 


IF FIELD, SPECIFY STATION 


J Artnua I 


I I Initial 

| | Rea ss i gnmen t | | Reassignment of Supervisor 


| Spec I a I 


Items 7 through 10 will be completed by the person evaluated 


7. LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES. 


8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD. 

Name of Course Location Length of Course 


Date Completed 


9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED? 

IF DIFFERENT FROM YOUR PRESENT JOB,' EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS). 


DATE 


SIGNATURE 


Items 11 through 18 will be completed by Supervisor 


11. BRIEFLY DESCRIBE THIS PERSON’S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE. 


FORM NO. 
MAY 1952 


37-151 
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12. IN WHAT RESPECT IS THIS PERSON’S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTAND I 


NG? 


13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT? 


1H. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE. 


15* ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON’S QUALIFICATIONS? (Recommend appropriate reassignment, if 
poss 1 b I e . ) a 7 


16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON? 


17. IF PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE IS ATTACHED COPY OF MEMORANDUM NOTIFYING THIS 
PERSON OF UNSATISFACTORY PERFORMANCE. 


18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING 
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20. 


DATE 


S IGNATURE OF SUPERVISOR 


19* I HAVE REVIEWED THE ABOVE REPORT. IComments, if any, are shown tn item 20.) 


SIGNATURE OF REVIEWING OFFICIAL 


20. COMMENTS: (If necessary, may be continued on reverse side of cover sheet.) 
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THE EXECUTIVE INVENTORY 


t, 1 ’., Purpose of a Career Service Program is to devoloo pronle 
■ mi? - ullnnt extent to moot present and anticipated job nr«-d'- 0 f +hr 

jra, " ™° Utiv " inventory 1 ' Is , „ Mns pre^rt 

p r ''X^ 1 '-xecwtiYp-typp assets against present end anticipated need 
• ^'cutiv, ability in order to plan intelligently to meet these needs 

Of ey?cntiv~ a "k1 n tP 1 ™” 1 "g for the development and use 

„ , ; ff * kxl } s throughout the Agency, the CIA Career Service r, oarf i 

bimv or a not an d n r nt0ry ° f 311 cornel Who evidence execute 
WmiS %nm fr f ?? cordin S to criteria which the Board shall do- 
rmine from time to time in .relation to f-f'onr.v needs. The n ot . r d »m 

review Personnel Evaluation Reports on all Wsonn«l included in the 

Je-OT° r wh ?nd WiU r ? C ° mm(,nd tntcr-Office rotation assignments' for such 

Th^ptald -also w r i°i Pria i" tHe intercst °f their further development. 

mend interoffice transfers of pS°ona to . f llxtxcs to re com- 

ab Ui Persons t>o iil.l key Agency positions. 

3» In addition (Office) Career Service Boards are enrournr/^H fn 

^ n ise n in n Si? r int ° f f* f>kLUs and sbiliti ^ which 'they find helpful 

i“ r use ln internal personnel planning. 
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THE SEI,t?CTI0W AND TRAILING 


OF 


TRAINEES FOR PROFESSIONAL POSITIONS 


With regard to train, on for overt activities, includin'- overt 
n-rsonn-’l hr: ignod to covert Offices, it if? re commended Wt7 

n 0 All n -?w personnel recruited to fill professional positions 
in the Agency be required to go through a training n rogram 
in order to give them ?n adequate basic intelligence back- 
grounds Exceptions mny be rnaeln for individuals who have had 
previous high-level i.ntr lligi nee coinerionc . 

b« The present Professional Training Program in the C IT Intelld gene 
School ho reorientated and expanded as speedily as possible into 
a Professional Selection and Training Program to give T1 new 
personnel for professional positions a broad yet intensive 
int: 11 ig e n c train in e « S \ ? e c :L a 11 r o d t r a i n i n f % - :i n • 1 1 1 d i n g 1 a n gu a g tv 
area and operational tr-ining, will be handled in other parts of 
the training program* 

Co - The- curriculum of t’u CI-- Intel? .igence School, including recom- 
mended reading, be revised to cover subjects of particular 
interest to Offices and bo coordinated with TRS to reduce 
duplic a ti on in the c ur r i c ul a 9 

do A selection board to bo- known . as the professional Selection 
Panel no established und:r the direction of the CIA Career 
Service Board* It would consist of five voting members and 
throe advisory members ns follows: 

(1) Two rnprosontatives from t)v> overt Offices. 

(2) Two representatives from the- covert Offices* 

(3) One* representative from a Deputy Director's Office, the 
ED./p , . DD/.a and PR/I , to bo successively roprest nted on a. 
rotating basis. 

(li) Throe advisory reprp tentative r. } ono each from the* Personnel 
Office, the Inspection and Security Office and the Office 
of Trainings 
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( 6 ) 

( 7 ) 


Clearance by the Medic a] Office /hn h- . , 

steps 5 and 10). ' 1,0 ’ carried out between 


( 8 ) 

( 9 ) 

( 10 ) 

( 11 ) 




Obligation of slots by offices. 

Security investigation initiated by i&so. 
Security Clearance. 


IZlT'"’ ,„i„ aM tnUlm b/ Pr „ f , S5lonal Srtootion 


Votifioation to candidate by Personnel Office. 

E0D 

Entrance into CIA Intelligence School. 

Review of Training record by Professional Selection Panel, 
■siiumption of duty .status in n-r-r-w.. . . 
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ROTATION 


The objectives of rotation for the Agency are as follows: 

a, A more effective ancl more economical utilization of the Aponovts 
manpower., s ,y 

ht A method of improving the selection and broadening the experience 
of individuals^ to serve in key positions# 

Co The cultivation of an esprit de corps, based primarily on the 
roward»f or -merit principle 

The objectives of rotation f or the individua l are as follows* 
Assisting him to do his present job more effectively by. 

(1) Increasing his knowledge in his ficld 0 

(2) Providing him with now skills, techniques and methods of 
performance,, 

(3) Improving his ability to plan his work and to direct and 
supervise others in it, 

(h) Increasing his understanding of the necessary relationships 
Agency 0 ^° b ° th ° 80 ° f collateral 31101 ^or echelons of the 

bc Preparing him to undertake jobs of increasingly greater resoonsi- 
bility commensurate with his growth potential by: P 

(1) SrSfmissiLr derStandillg 0f the ob ' jectives of the Agency 

(2) superSfS 8 sk fc ills d r Cl0PmOnt * hi ® plarmin ^ “^gerial and 
°° best^ 1 " 2 him ^ opportunit y to find the field in which he does 


d. Removing him from a "rut“ 0 
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3# In or dor to provide a terminology that will promote a common unders- 
tanding of rotation problems, the following definitions have been 
doptod : 

a e Rotation; The process of systematic designation and rodcsigna- 
* ■ Slonof- an individual- to various kinds of duty and training for 
the purpose of improving his capacity to serve the Agency* 

b 0 Transfers The process of removing an individual from the rolls 
oiT one "‘Off ice and his concurrent addition to the rolls of another 
Office o This process is independent of the process of rotation 
though it may bo a consequence thereof 0 

Co Exchange ; The process of rotating an individual by placing him 
temporarily under the . operational control of another Office in 
return for another individual similarly attached* 

do Loan? The process of rotating an individual by placing him 
temporarily under the operational control of another Office 
without reciprocity*, or of attaching him temporarily to an 
activity not a' part of CIA# 

Go Sponsoring Office s The administrative unit of CIA on whose rolls 
individual's with "rotation assignments are carried and under whose 
administrative control individuals- remain irrespective of where 
attached# 

fo Rece iving Office: The administrative unit to which individuals 
being rotatccT are attached and under whose operational control 
individuals remain until they are returned to the Sponsoring 
0ffice 3 

iu Principles which are concerned in the process of rotation are as follows: 

a 0 Perso nnel Co vered; In general, any individual who has been in the 
employ* of tEe Agency for a period of two years is eligible for 
rotation# Rotation of persons who have been oh duty for less than 
two years would be the exception rather than the rule# 

b 0 Positions Covered: Any position within the control of the Agency 
^‘wEIclT’tHe* assignment of personnel will servo the objectives of 
rotation is regarded as covered by these principles# These include 
executive, operational, intelligence, technical, administrative and 
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training positions, either in tb ; .field or at headquarters, -yd thin 
the Agency or with other public or private agencies or institutions. 

Job Groups C ov ered * The clasros of individuals covered are inclu- 
sive "rathe FTJTan. exclusive® The professional or technical 
activity of a given class of individuals may* by its nature, 
limit the job-type groups to which members, of such a class will 
• rotate o 

Norm al D urati on of T our jf Du ty: Each individual rotation period 
- may ~ var y ut ’ w ilT’n oFTTj less' than six months, and Kill probably 
average between eighteen and twenty-four months© Thus, a rotation 
assignment at the National War College rail run some t'en months • ■ 
while a rotation assignment to a position overseas may well run 
twenty-four to thirty months© 

Degree of Comp ulsion to Rotate ; As a matter, of principle, 
acceptance oT^a rotation assigiunent is compulsory" for persons who 
intend to make a career of CIA employment * Any individual or 
Sponsoring Office, or Receiving Office, may, however, show cause 
why a rotation assignment shall or shall not be carried out* The 
reviewing authority (the CIA Career Service Board) shall in- such • ■ 
cases make recommendations to the appropriate Deputy Director whose 
decision shall be final© 

Adm inist rativ e Contr ol: Individuals with rotation assignments will 
remain on the* rolls of’ the Sponsoring Office 'and under its admin- 
istrative control for promotion and transfer purposes c The Sponsor- 
ing Office wall pay the individual from home office funds at his 
home office grade 0 

Operational Co ntrol : The individual being rotated rail be under 
the operational ' control of the Receiving Office for the duration 
of his tour of duty with that Office, during which period Personnel 
Evaluation Reports will be prepared by the Receiving Office and 
forwarded to the Sponsoring Office© 

E ffect of Oracle ' Dtff erential between Jo bs concern e ±n~ Rotation : 
Assignments given, to individuals being '"rotated shall be generally 
commensurate with their abilities, keeping in mind the 'purpose of 
making the specific assignment* Rotation Loan Slots (See Schedule 
B, • attached) will be allocated to Offices, to maintain flexibility 
in effecting rotation where exchange of approximately equivalent 
personnel is not practical* . 
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i c . changes in Grade: Promotions and other changes- in grade shall 
remain under THie control of the Sponsoring Office* The eligi- 
bility of the individual for promotion shall not be prejudiced 
or overlooked by reason of his status as an individual being 
rotated, . . 

j, , Duratio n of Rotational Pattern : It is premature at this time to 
1 formulate" a policy covering the duration in years during which 
period the individual is subject to rotation policies* or to 
attempt to prescribe an arbitrary age limit after which rotation 
policies will not be applied 0 

k c Settlement of Dispu tes? Divergence of views between Offices or 
between an iiic&V£dvia3T and his (Office) Career. Service Board which 
cannot be satisfactorily resolved between the parties shall be 
referred in the first instance to the Secretariat which will 
review the case, and forward its recommendation to the concerned * 
(Office) .Career Service Board(s), In the event the recommendation 
of the Secretariat is not accepted* the case shall be referred to 
the CIA Career Service Board, for disposition* 

1 0 Policy Governing Ro tat ion within an Office ; Intra-Office rotation 
policy shall' be 'set~by the (Office) ' Career Service Board within 
the framework of policies prescribed by the CIA Career Service Board 

m e Policy Governing Rotation between Offices ; Within the framework of 
policies prescribed' by the CIA Career -Service Board inter-Office 
rotation will be based largely on a series of bilateral agreements 
between Offices which will set forth in each case the person being 
rotated* the expected duration of his assignment and any other 
pertinent facts* 

There are two basic types of. rotation as follows: 

a 0 Rotation by Exchange 

(1) The Exchange procedure authorizes Office Boards to negotiate 
the "swapping" of two persons when it has been judged that 
rotation is the best method of broadening their ‘-experience* 

This procedure will be used when the two positions in question 
are of corresponding responsibility* Respective grades of the 
positions or incumbents need not be exactly the same* 
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(2) Individuals being rotated will be under the operational 
control and supervision of the Receiving Office Board c 

(3) The Receiving Office Board will outline to the individual 
the responsibilities of the new position® 

b c Rotation by Loan ' 

(!) The Loan procedure authorizes an Office Board to recommend 
the temporary assignment of an individual to another Office 
without receiving anyone in return or to recommend his 
assignment to outside activities for the purpose of broaden- 
ing diis knowledge of his field® 

(2) Rotation slots, allotted by quota outlined in Schedule B, 
attached, will be available to Office Boards® These slots 
will be allotted by the CIA Career Service Board and will 

. be "open" positions to accommodate any grade, 

(3) The Receiving Office Board will outline to the appointee 

; the responsibilities of his new assignment® The appointee 
is "on loan 11 to the Receiving Office and will therefore not 
tie up an authorized T/o position,, He will be assigned to 
. . a logical unit in the Receiving Officer organizational 

structure® 

(U) Appointees will bo under the operational control of the 
Receiving Office Board 0 

Specific questions raised by the DCI in his memorandum of 7 March 19^2 

and recommendations in response thereto are as follows? 

a® Do you re commend limiting overseas duty to any particular number 
of years? 

It is recommended that the Agency not limit total overseas duty 
to any particular number of years but that, in accordance with 
their needs and in conside.ration of the health and hazard condi- 
tions prevailing at various foreign posts, the several Offices 
concerned, in conjunction with: the Medical Office, arrive at and 
recommend a uniform policy® 


r 20 - 

SECRET 

Security Information 


Tab F 




Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


SECRET 

Security Information 


b* Do you recommend bringing all foreign personnel home, say, one 
year in each four or at any other intervals? 

It is recommended that as a policy and in conformity with 
existing and proposed federal, laws all staff personnel serving 
overseas be brought home at least .once every two years for 
home leave* Determination of the relative lengths of tours of 
duty in the United States and overseas will have to be adjusted 
constantly in consideration of the proportion of total staff 
personnel serving in the United States and abroad* 

Co' Do you recommend moving officers as a matter of policy from Office 
to Office within the Agency or do you mean from division to 
division within an Office? . 

The rotation system recommended provides for intra-Office, inter- 
office and extra-CIA rotation of the individual to duty or train- 
ing* At the Agency level, the CIA Career Service Board is 
empowered to levy requirements on the Office Boards for individual 
. to prepare them to fill key Agency positions* 

d* At what rank does the rotation by the Career Service Board stop? 

The rotation system recommended by this Working Group covers all 
positions and all ranks without restriction 0 
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CAREER BENEFITS 


Id In order to induce able persons to make their careers in CIA.., 
the* Agency should provide specific and tangible benefits to them® The 
security asoects of CIA's mission which forces on many CIA personnel a 
role of anonymity, repugnant under normal circumstances to professional 
people, and the physical and mental stresses resulting therefrom, are 
such that a compensating factor is desirable » 

2e Host of the tangible benefits that might be provided to CIA 
personnel will require legislation. Continuous attention must be given 
to this problem since the opportunity to collaborate with some other 
department of government that is sponsoring desired legislation may 
provide an indirect means of attaining the objective. 

3» Benefits that may bo installed without additional legislation. 

a o Additional pay for various types of hazardous duty. 

(Separated from the Career Service Program cat your request 
but bring carried forward through other channels.) 

b. A meritorious award system providing for recognition of 
distinguished service to the Agency® (See Tab II). 

c. A CIA overseas post classification system providing 
benefits responsive to unhoalthful conditions® 

It is recommended that: 

(1) The Agency continue to follow the Department of State 
system . 

( 2 ) The Director of Personnel continue the exorcise of his 
powers as in the past. 

(3) The Director of Personnel, with the advice and assist- 
ance of the operating Offices concerned and the Medical 
Office, establish an A. gene y policy regarding the length 
of assignment in unhealthful posts, giving regard to 
the probable deterioration of health. This determina- 
tion to be made without reference to salary differential 
or. possible accelerated retirement credit. 


- 22 - 
SECRET 

Security Information Tab G 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


SECRET. 

Security Information 


"• SS 57 *■— * - (« bol* actively 

i*. Benefits that will require .additional legislation. 

a. Additional benefits for personnel disabled while. in the- 

employment of CIA. h 

b. Ray, within-grade raises, and grade promotions for personnel 
SV™ ^ eta J ned ^voluntarily by foreign governments, known 

’ Hissin S Persons Act" for vouchcrod funds employees. 

c. Application of the principles of the United States Employ^ t 
Compensation Act to dependents of employees engaged in * ' 
hazardous duties who are themselves exposed to hfzard? 

d ‘ C D TA at om^± lity ,° f Si * T th5 ' base ™ ^ dependents of 
CIA employees whose- death occurs in line of duty while 
serving overseas . J J " LC 

e. A more liberal retirement system., 

f * emploveas riate ^ adequafce leave system for all overseas • 

- “* -- 
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THE HONOR, AWARDS PROGRAM 


1 o An honor award for intelligence service should be distinguished 
from an incentive award, for meritorious suggestion or for outstanding 
efficiency and economy in administration as well as from longevity 
recognition for long and faithful service. An incentive awards program 
is well established in CIA, and a system for recognition of longevity is 
now being considered® Awards for intelligence service do not exist. It 
is therefore recommended that: 

a d CIA establish a medal for presentation by the Director of Central 
Intelligence' to any individual associated with CIA, or to any 
other person, who makes a notable contribution to United States 
intelligence activities * 

b 0 The design of the medal incorporate those features of the Agency 
seal adaptable for use in the medal and that the medal be 
suspended from a distinctive ribbon employing the colors of the 
Agency seai 0 

c 0 Units which have contributed outstanding performance be 
recognized by a personal award to each member of the unit 
rather than a group award® 


d-j There be established an Honor Awards Board, under the juris- 
diction of the CIA Career Service Board, which will be* 
responsible for reviewing recommendations concerning any 
honor awards in CIA, and for forwarding these recommendations 
to the DCI for his approval. 

e„ The CIA Career Service Board give further attention to the 
problem of creating an Honor Awards Program® 
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Schedule A 


Membership 
on the 

CIA CAREER SERVICE BOARD 


1 0 The following persons are permanent members of the CIA CAREER 
SERVICE BOARD? 

Deputy Dir cctor /.Plans or Deputy 
Deputy Dire ct or/ Intellig enc e or Deputy 
Deputy Director/Administration or Deputy 
Assistant Director (Personnel) 

Director of Training 

2 a The following persons are rotating members of the CIA CAREER 
SERVICE BOARDS 


Assistant Director for Spec5.nl Operations 
Assistant Director for Policy Coordination 
As sis tant Dire ctor for Gommuni cations 
Assistant Director for Current Intelligence 
Assistant Director for Collection and Dissemination 

Assistant Director for Operations 

Assistant Director for Scientific Intelligence 

Assistant Director for Research and Reports 
Assistant Director for National Estimates 
Assistant Director for Intelligence Coordination 
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Schedule B 


ROTATION! LOAN SLOTS 


RotntHon Loan Siots, "open" with respect to grade and over and 
.. *>?»1 T/o ■ fch5 ' Offices, are allotted to the Office* *s 

t in*t“th° nly rr 000 : 1 ° n " l0 ' m " alignment Ini be 

LfR.j h ’ ?"' t th ? se slots ‘ These slots will only be u^d to cf-r, c t 
aon assignments when ''exchange" rotation .is not practical. 


2. The allotment of Rotation Loan Slots is as follows: 


Unit 


Office of the Deputy Director (intelligence ) 
Office of National Estimate's 
Office of Scientific Intelligence 
Office of Research and Reports 
Office of Current Intelligence 
Jl i ice o.i. Collection and Dissemination 
Office of 'Operations 

Office of the Deputy Director (Administration) 
Personnel Office 
General Services Office 
Comptroller t a Office 
Inspection end Security Office 

Held in reserve by the CIA Career Service Board 


Total 


Office of the Director of Central Intelligence 1 i 

0f P;°? of tho V^ty Director of Central Intel H FPnc « 

Office or Training * ,v * ' " i x 

Office of the Peouty Director (Plans) 1 

Office of Special Operations % 

Office of Policy Coord.iuat.ion ? } 

Office of Communications 
Technical Services Staff 


15 


2 18 


10 


TOTAL 


2.6 - 


50 
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8 July 1952 


I1EM0RMDUM FOR: Chief * Organization and Methods Service 
ATTENTI ON : HHHI 

FROM: Executive Secretary/Career Service Committee 

SUBJECT : Certiiied True Copy* of CIA Career Service Program 


1. ^ ihere is attached for your records a certified true copy 
of the CIA Career Service Program as approved by General Smith* 


2 » I he program was published as CIA Notice 
19 June 1952, by the authority of Colonel L* K. 
Deputy Director (Administration). 


dated 

White, As s i s t ant 


3. The original copy is being retained in the files of the 
Secretariat of the CIA Career Service Board. 


Attachment 

CDS/RBrnkr (8 July 1^2) 

Distribution : 

Addressee (2) 

Signer (2) 
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25X1 A 


NOTICE 


12 June 1952 


SUBJECT: Seventh Agency Orientation Course 
FIjI'ERENCE : CIA Ke , 7 ulatu on 

1*. Tbe Otnce of Training will conduct the Seventh Agency Or -entat, on 
Course in the Department of Agriculture Auditorium (l-'ifth Wing, South Ag±.i.- 
culture Bu.ildi.ng, Independence Avenue near lUh Street) from 8 through 11 
J * } '? }^ 2 ' Tbe P ro ^ ram wil ^ begin promptly at 0900 hour a and c«. n t...nue to 
1^00 hours on each of these days. Schedules for the Seventh Course* will be 
M-*nt to each. Oifj.ce for distribution to those nominated to attend. CIA 
badges must be shown to gain entrance to the auditorium. 

2. In accordance with CIA Regulation (21 November 1951). the 

follow !.ng policy governs attendance at the Agency Orientation Courses/ 

(a) Mandatory for all employees, . Grade GB3-5 (or its equivalent) 
and above, who have not attended or completed any previous Agency 
? Course or TRS Staff Indoctrinate on Course. Accordingly , 

OlI ce heads are directed to make their personnel available for 
one at these quarterly Orientation Courses at the earl .out 
P o s s i b 1 e occasion. 


25X1A 


(b) O.i. i j ce heads may nominate fully -cleared employees in 
Go -•I- P-0/ideu such employees are assigned to positions requiring 
general knowledge of Agency organisation and. operations. 

(i ) Scheduling of personnel wv.ll be carried out between the 
Training Liaison Officers designated by the various 0ffj.ee heads 
and the chief, Orientation and Briefing Division, Office of 
Training, acting for the .Director of Training. 

3. (a) No arrangements can be made for those attending the course 

to park in the vicinity of the South Agriculture Building. 

(b) Capital Transit chartered busses will leave the "loop” at 
the north cud oi "M M Building at 083 0 hours on the morn. mgs of the 
course to take those persons whose offices are located in' North, 
Central, South, Administration, “Q", "M", and. adjacent buildings 
to the auditor. mm. They will make a return trip to this point each 
day at noontime. 
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(a) Capital Transit chartered busses y.; .1.1 leave from Gate 9, 
in the rear of "Is” Building, at 0830 hours each morning of the 
course s to take persons -whose offices are located in "I", "J" ? 
n K !t , and M L" BulicUn^s, as well as "Quarters Eye M and adjacent 
Build lugs., to the Auditorium. 

(d) Special arrangements can be made for the transportation 
ex’ personnel located in other buildings. 



Deputy Director 1 
( Admix?! s t rati on ) 
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29 May 1^2 


MEMORANDUM FOR: Assistant Deputy Director 
( Administration ) 

SUBJECT: Proposed CIA Notice, "Use of 

Provisional Clearances 


The proposed CIA Notice on the use of provisional 
clearances has been revised in accordance with your 
®^-&£®stions and is forwarded for signature and 
publication*, 


25X1A 


MATTHEW BAIRD 
Acting Assistant Director 
(Personnel) 

Attachment 



•Security Informati 


on 
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CENTRAL IIWmiCaaSCK AGENCY 

WasbiiiKton, D. 0. 


NOTICE 


SUBJECT: Agency Telephone Directory 


5 June ic.jp 


CJA Lni ®“^tive Sew.cc Offi.ce *s required to iesce the 

^ L ^tZ^l? Cttjry 4Uart ^' ly ^ ** <* April , 

f ^ K ' cut-off cat::- for the July lO'SP » sno v ■ -i - { c - 
J.^52. Additions, deletions or change's for the dirJctory 
Br4-vit°” Ue ' L lrl j oi-ma-cion Cards end recexved in the Mach ne K-'ctet " 

B L.., rough io June 1952, will be reflected in the July ioa;^.' 

of -ne'Tc.?ninn fi n-' eUC f ° f; the ;«A. telephonojaex-vice and the occur*,, 

• ~y- lolv.pL.oue Directory is dependent upon each Of rtf- n-p.,-.- tin- •' 

*««*»• : ^«-tion as outlined in CIA Elation 


FOR TIE DIRECTOR OF GENITAL INTELLIGENCE 



25X1A 



m&Km* 

| . 25X1A 


WAITER REID WOLF 
Deputy Director. 
(Admin is tratioiu) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, I), C . 


25X1 A 


NOTICK 


5 Ju ns 1952 


SUBJECT : Recall of Reserve Personnel to Active Duty for CIA 
Ac s L D nment . 

1 For 'duO ret ary reasons the Department, cl tue An .;y xb un- 
w • 'i ling to call additional reserve officers to active duty fo, sub- 
sequent detail to CIA unless reimbursed by this ^eucy tu^ta-.^ ^ 

allowances and expenses of such oificexs. n _ iji. j Da te in re ; m- 
j liter-departmental relationships, CiA will r.0o pa t ,c rpa ^ - 

bursement arrangement unless justified by exceptional opeuat.,.^ 
requirements . 


o Tn future, requests for recall of maivldual reserve 

0 J .. tlv , of reserve military personnel is a Mattel 

. exnausteu. When the. iccaii 01 x ' , n -.-i be forwarded 

of operational necessity, requests j.oi - ,Uv - * u n puutv Director 
to the Department of defense only after approval 01 urn. Deputy Director 

(Administration) . 


FOR THE DIRECTOR OF CENTRAL IMTELLIG: 



WALTE. 

Deputy Director 
(Administration ) 



25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washing ton, D. C. 


NOTICE 

^ June 1932 

SUBJECT: Domestic and Foreign Shlijment of Supplier and Equipment . 


1. Submission of Requests 

a. Roques U. for shipment of supplies and equipment shall be 
submitted on Form Do. %6-k, "Requests for Domestic or Foreign Ship- 
ment/ 1 to the Trai.w-porbation Division, Administrative Service, which 
will arrange mean..- of transportation to destination. 

b. Copj.es of requisitions (which involve shipment of supplies 
and/or equipment) will be immediately forwarded to the Transportation 
Division by the Office of Procurement and Supply . 

c . Each request for shipment will Include detailed shipping in- 
structions or, if they are not available at the time of request, there 
will be indicated on the request a date by which ouch instructions 
will be provided. 

2. Establishment of Schedules 

a. The Transportation Division, Administrative Service, will 
establish, maintain and publish a transportation time allowance 
schedule which will provide the normal number of days required for 
shipments from the United States to all parts of the world, including 
both air ancl surface shipments, for logistical planning purposes. 

b. The Office of Procurement and Supply will publish a procure- 
ment time allowance schedule for logistical planning purposes. * 

3. Whenever a shipment must be accomplished in less than the normal 
time, details of requirements for special handling wj. 11 be provided by 
the requesting office. 

4. On receipt of a requisition involving shipment to an overseas 
station, the Office of Procurement and Supply is responsible for furnishing 
the Transportation Division with the cubes and weights of the materiel. 

This is necessary to facilitate arrangements for securing space. When 
actual cubes and weights cannot be determined an estimate will be furnished 
at the time of procurement action. 
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The Office of Procurement and Supply is responsible for giving 
not ice to the Transportation Division and the requesting office oi any 
changes in the procurement actions and/or deadlines requested. 

6. The Transportation Division will notify the requesting office 
of any .'changes in the shipping deadlines requested. 

7. The Transportation Division is responsible; m coordination 
with the activity concerned; for the preparation of cables, documents and 
pouch letters to the field concerning shipping and delivery information. 

8 A monthly status report on all outstanding shipments will be 
furnished to the appropriate activity by the ^ansportation Division. 

FOK THIS DIRECTOR OF CENTRAL INTELLIGENCE: ^ 



WALTER REID WOLF 
Deputy DirectX 
( Adminis brat ion ) 


DISTRIBUTION IMG. 3 
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CONFIDENTIAL 
Sec ur i ty I nf o miat i on 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 


2 June 1952 


SUBJECT: Procedure for Be commending Promotion of Military Officers 
REFERENCE: CIA. Notice Subject: Promotion of Military Officers 


1. The following is the administrative procedure to be used in sub- 
mitting recommendations for promotion of military officers assigned to duty 
in CIA: 

( a ) S upporting Information . Information bo support the 
recommendation may be classified when necessary to cite outstanding 
performance. This data should be prepared 'by a supervisor who is 
familiar with the officer's duties and performance, preferably the 
individual responsible for preparing his efficiency reports. Accurate 
information on time -in -grade and other service qualifications extracted 
from personnel records, should be included. 

(b) Revie w. Information supporting each recommendation will 
be reviewed by the Assistant Director, or Office Chief in whose 
activity the recommended officer is working, by his designated 
representative , or by a board of senior officers appointed for that 
purpose . 

/ 

( c ) Preparation of Recommendation . Recommendation to be for- 

warded to the appropriate service will be prepared by the reviewing 
individual (or by a designated member of the review board). Although 
this recommendation is based upon classified supporting information, 
j.t will be written j.n language requiring classification no higher 
than RESTRICTED. Forma^^^onform with CIA instructions concerning 
correspondence Correspondence Manual, April 1952). 

(d) Signature .■ Recommendations, in final form will be prepared 
for signatures as follows: 

(l) For promotions up to and including grade of Major 

(Lt. Commander): 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Deputy Director 
(Administration) 
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(2) For promotions to grades of Lt. Colonel and Colonel 
(Commander and Captain): 




w 


25X1A 

25X1 A 



Director 

(e) Ad dressee ■ Recommendations signed by the Director of Central 
Intelligence will be addressed to the Secretary of the service cop- 
cerned. Recommendations signed by the Deputy Director (Administration) 
will be addressed to the personnel chief of the service concerned, 
i.e., The Adjutant General (Army), Chief of Wavy Personnel (Wavy) 

Deputy Chief of Staff, Personnel (Air Force). 

(f ) R outing . Recommendations, together with supporting infor- 
mation, will be forwarded under proper classification to Military 
Personnel Division for final processing and forwarding for appropriate 
signature. After recommendation is signed, the Military Personnel 
Division will return classified supporting information to the office 
oi origin, and will deliver the recommendation to the Department of 
Defence addressee. 


Spe c :i. al EPf i c ;i. e n c y Repor t s . 


Special Reports' of efficiency of outstanding officers may be 
submitted at any time in lieu of recommendations for promotion. Procedure 
n^\r C °, U£0rm W ' lth CIA Regulation instructions accompanying 

CIA Notice No.^^B 31 March 1952, currently in use for routine submission 
oi reports . 


3 • Commendations . 


Commendations will be processed, signed, and forwarded in the 
same manner as Be commendations for Promotion. 



(Administration ) 


Distribution No. 2 
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fJKCLABSIFIED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 


d dun*. 


1958 


SUBJECT: Saturday Courlei Service to Other Government Agencies in the 
Washington Area 

1. Adminis trati ve Service j.s unable to make Saturday deliveries 
of a considerable amount oi*. mail addressed to other agencj.es within 

the City because the offices of the addressees are not open on that day. 
The last regular city delivery for the week leaves the central mail room 
in Qua Building at 1300 hours Friday afternoon. Mail addressed to other 
agencies and received 111 the mail room after that time will ordinarily 
be held for delivery on Monday of the following week. 

2. Howe vex , if the originating office is aware inat the office of 
the addressee will be open Saturday , delivery can be assured by attaching 
a separate note to the envelope or package which, states "To be delivered 
not later than Saturday , (elate). 


11 

iiyg|k 

— 

f$$$ 25X1 A 


FOR THE DIRECTOR OF CENTRAL Intelligence: 



WALTER REID WOLF / 
De p ut y D 1 re c t o r 1 
( Adm i 11 i s t rat i o n ) 


25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, I) . , C . 


25X1A 


25X1 A 


25X1 A 


NOTICE 


2 Jane 1952 


SUBJECT: Fair Employment Procedure 


REFERENCE : CIA Regulation 13 December lvjl 

1. As required by Executive Order SjtiQj procedures adopted by 
each department lor handling fair employment complaint..’ and appeals 
must he brought to the attention of all employees . 

2. In compliance with these provisions office heads will 
ensure that : 


(a) All employees under their jurisdiction have read 
CIA Regulation No . ■^^■1 Fair Employment Procedure, and have 
understood the rights and privileges contained therein. 

(b) New employees are required to read bh..-_s Regulation in 
its entirety warn ass.gncd to their activities. 


3* Extra copies needed lor the briefing of new employees may be 
obtained by calling Organization and Methods Service, Extension 791* 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION NO. 4 


WALTER' REID WOLF 
Deputy Director / 
( Administration ) 



25X1A 


UNCLASSIFIED 
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02 TRAVEL 

Schedule of Estimated Rates 


Washington 

tr 


To 

Domestic: 


One Way 


APEENDIX I 


Round Trip 


New York 

o 

CM 

$1*0 

Boston 

35 

70 

South 

75 

150 

East Coast 

25 

50 

Mid-West 

60 

120 

West Coast 

175 

350 

o reign: 



South America 

600 

1,150 

Europe 

5oo 

1,000 

Middle East 

1,000 

1,800 

Far East 

1,200 

2,000 


Note: Schedule includes average costs of transportation, per diem 
while en route, etc. 
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CONFIDENTIAL 
3e c u .i :i. ty 1 nformat i on 


CENTRAL INTELLIGENCE AGENCY 
. Washington, D. C . 



25X1A 


25X1A 


NOTICE 


27 May 1952 


SUBJECT: 


Procedures and Responsibilities Relative to Personnel Statistics 
and Tables of Organizations 


RECISJON : CIA Notice No, 


1- The previsions of this No tree are effective 1 June 1952 . 

2. The Personnel Office will assume responsibility for production; 
advice and technical supervision relative to personnel statistics' through- 
out CIA and should be kept apprised of the need for such statistics by all 
elements of CIA m order to improve accuracy and eliminate duplication. 

The Inspection and Security Office will continue to prepare clearance 
statistics and coordinate them with the Personnel Office . 

j. The Personnel Office will also assume responsibility for central 
record keeping in connection with CIA on-duty personnel ceilings and tables 
of organ! z at 1 o n . 

h. All classified (including ungraded) positions, except positions 
under the jurisdiction of the .deputy Director (Plans) authorized for pro- 
jects and foreign field stations, shall be processed as follows: 

a. Office heads shall address proposals for new or changed tables 
oi organization to the Deputy Director (Admini strati on) and submit 
them directly to the Classification and Wage Administration Division; 
Personnel Office, in triplicate accompanied Try complete justification 
including any workload data, organizational charts, functional state- 
ments and statements of basic related procedures which are necessary 
for an understanding of the proposals. The Classification and Wage 
Administration Division will accomplish classification review and in- 
sure that the requests are expeditiously and simultaneously processed 
and coordinated as follows: 

(1) The- Organization and Methods Service will review as 
to soundness of organizational structure, functions and 
procedures . 

(2) The Comptroller will comment as 1 to the availability of 
funds and other appropriate matters, 

- 1 - 
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Sec ur tty In formation 


(;]) The appropriate Administrative Office Chiefs; will 
examine if space, equipment, transportation; or other admin- 
istrative support a, required. 

(4) The Deputy Director (Adiuin.istrat.LOn) will receive ail 
proposals for action, except as indicated in paragraph b, below, 
together with signed concurrences or comments obtained during 
coordination. 

(5) Tbe Personnel Office will effect dissemination of 
a pp r o v e d p r op>o s al s . 

b. Ee visions involving only changes in position nomenclature or 

g.i ncios may be e£ j ec ted through the cone urre nc e s of the Office concerned 
the 1 ex sonne. L Of. Lice and the Comp tiro Her (where significant budgetary 
changes are involved); provided, however, that approval of the Deputy- 
Director (Administration) is obtained on grade changes at the GG~l6 or 
GS -17 level and provided also that the approval of the Director is ob- 
tained on grade changes at the GS-lS level. The Classification and 
Wage Administration Division will arrange for coordination and dissem- 
ination of such changes upon receipt of proposals in duplicate from 
originating offices , 

c. CIA Form .No. 30-25, copy attached, vail be used by the 
Personnel Office in rendering immediate notification to all organi- 
zations concerned, of approved f/O changes. Thun form *111 serve as 
immediate authorization for the encumbrance of the position. Machine 
Xis ocd J?/o pages will be iumished in lieu of the forms whenever the 
appiovod changes on single proposals are numerous; and whenever the 
accumulated page changes warrant the correction of machine listed T/O's. 
When now machine listings are received, the appropriate Form No. 30-25 
should be destroyed. 



Deputy Director 1 
( Adrn ini s t rat ion) 

Attachment: Form No. 30-25 
DISTRIBUTION NO. 2 
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Sopu,- ily 


22 May 1952 

MEMORANDUM EOR: Assistant Deputy Director (Administration) 

THRU: Chief, General Services 

SUBJECT: Notice re Transfer of Personnel Statistics 

to Personnel Office. 


The attached Notice implements the approved recommendations 
in the Staff Study of 9 May relative to responsibility for 
personnel statistics. It has been concurred in by the Personnel 

que s 

W. L. PEEL 
Chief, 0&M Service 


Attachment 


25X1 A 
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purpose af P 
to offices 
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CENTRAL INTELLIGENCE AGENCY 
Was fling bon, D* C. 


25X1A 


NOTICE 



SUBJECT; Shuttle Service 


16 May 1952 


1. The existing shuttle schedule between CIA buildings is 
rescinded effective at tlie close of business on Friday . l6 May 1 , 952 . 

2. The new schedule to be effective on Monday, 19 May 1952 , 
will provide service every ten (10) minutes between North Building 
and Quarters "Eye" starting from North Building at OSOO and from 
Quarters "Eye" at 0007. The last bus will leave North Building at 
171° and the last bus will leave Quarters "Eye" at 1717 . 

3. The busses between the "L" Building stop at Memorial Circle 
and the Pentagon will continue to operate every fifteen ( 15 ) minutes, 

7. The new schedule will be distributed separately. 



( Adminis t ra t ion ) 

DISTRIBUTION NO. k 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 


16 May 1^52 


SUBJECT : Promotion of Military Officers 

1. The i allowing service procedures govern promotion of officers: 

a - AR^Of. Central Selection Boards periodically consider all 
oil ice vs within stated zones of eligibility for promotion. This * 
procedure limits the consideration of specific recommendations to 
tuio normally given commendations. Special zones of consideration 
allowing recommendations are periodically announced by Department 
of tne Army and disseminated to CIA activities by the Military 
Personnel Division. Recommendations are required for promotion of 
ii oecund Lieutenants and are prepared by the Military Personnel 
D i v i s 3. o n upo n re q ue s t , 

... b .’ Central Selection Boards consider officers ouarterlv 

,, ' 1 i rj:om o LJ ; on m eligibility zones announced in advance. Tne Military 

S'i"e m I’' 1 "' 1011 t U f UiSheE the Air listings of eligible Y 

oi.ietxo. Recomraemations are not required, tout are accepted for 

outstanding officers. Recommendation letters, to the Director of 
MUitary Personnel, Headquarters U8AF, should cite, in unclassified 
language, actual incidents of unusually meritorious performance, 
llie procedure stated in 1 a., above, applies to Air Force Second 
Lieutenants. 


c ; MARINE CORPS. Central Selection Boards emphasize 

seniority, normally precluding positive action on a specific recom- 
mendation. Such recommendations arc filed for consideration as a 
commendation when seniority makes an officer eligible for promotion. 

0f Commendation or special performance ratings may be sub- 
“ f 1 " 8 performance of duty is exceptionally outstanding 

r , tacbor inU uencing Promotions is consistent recognition 

ui ability by means of efiiciency latingo and commendations. The career 
and promotion prospects of officers assigned to CIA will toe protected toy 
complete and unreserved compliance with CIA policies in this regard. 

3* All recommendations, commendations, etc. will toe forwarded through 
10 Mj - Ljta ry Personnel Division. This does not preclude prior evaluationor 

related 11 ? ^rr board ’ wi ^ in a component of CIA. Questions and problems 
’ft a , Led Lo °“ xcer Promotion should toe referred to the Military Personnel 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 



DISTRIBUTION NO. 2 


RESTRICTED 
Security Infonuat ion 


WALTER REID WOLF 
Deputy Director 
(Administration ) 



Sill 25X1 A 
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4 j ^ ?3 


| Ksxi<;uJjvi> ftuv/iufry, 

L 


MEMORANDUM FOR: Deputy Dir oc tor/ A dminis tr at ion 

FROM: Assistant Director/ Personnel 

SUBJECT: Procedures Tor Promoting Officers Assigned to CIA 


1. The Froblem : To furnish adequate information on current 
promotion criteria and procedures to all officers and CIA activities 
in which officers are on duty* 


2* Facts B ear ing on the Problem : 

a* Instances continue to arise wherein Division Chiefs and 
higher CIA officials are not aware of the several Armed Forces 
promotion systems for officers. 

b. An erroneous concept - that a recommendation automatically 
results in promotion - has become quite general, loading to an 
adverse effect oil morale when results are not forthcoming. 

c. likewise, changes in promotion criteria and service policies 
are infrequently considered, through failure of supervisors to 
consult the Military Personnel Division for assistance in promotion 
problems. 

dm The prevailing tendency to enhance all recommendations by 
forwarding them over tile Director^ signature is, in effect, 
diminishing the impact of recommendations which are bona fide 
exceptional cases which warrant unusual consideration and action. 

3. Discussion : 

a. The Military Personnel Division is responsible for keeping 
abreast of all promotion programs, and the eligibility of all 
assigned officers with respect to promotion criteria. Timely 
dissemination of this information throughout CIA, both to super- 
visors and officers, constitutes a considerable problem in 
communication, which can best be solved by distributing periodic 
memoranda covering the progra^ curren ^* 

b* In addition, Availability of technical assistance and 
advise from the Military Ter fibnmlf&^-sion should be widely 
advertised, and use of ^hia^service should be encouraged, to 
preclude any ndsunderslTa&&i^Ui£{he part of supervisors or 
officers. 
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c« Processing of recommendations (i.e. signature and 
forwarding ) should bo standardized to the extent that the 
Director is not obliged to handle all of them. The Commanding 
Officer of the appropriate administrative unit can legitimately 
sign and forward recommendations, as desired by the Director* 

iu Actio n Recommended; 


a. That the attached notice be approved for distribution 
over your signature. 

b. That the Commanding Officer of the appropriate adminis- 
trative unit bo authorized to sign and forward recom- 
mendations for promotion up to Lieutenant Colonel. 

c. That the Director continue to sign recommendations for 
promotion to Colonel, and other recommendations which, 
in the opinion of the Chief, Military Personnel Division, 
merit special attention. 


1 Inol. 

Draft Notice 


F. TEUBiiJD DAVISON 


BHVHCH 

m 1 3 "Stilus 
°BBc!0HH£r 


RESIRiCTED 
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RESTRICTED 

Sec uri ty Information 

CENTRAL INTELLIGENCE AGENCY 
Washington, D, C. 


25X1 A 



12 hay 1952 


SUBJECT : 


Changes in Organization and Procedures 
Supply Division 


]■' er tain in/5 to 


"<■ sszszzzt&s™ c "°“ 01 s ““ h - sumiy om “ 

?*, S ^ se ^ueat to 12 May 1952 , all requisition:; will be Xor- 
cei, fc ° i ht ' ° tGck Concrcl Branch, Wing "C", Quarters Eye, for pro- 

“I. "U mm.l> ouppl«» L,j e ,4» m 

by the Stoo^ ciitr°'i J R ly U ? UU ieceipc ' 0;t P ro Per requisitions, authorized 
uy wat utwe«. Control Branca, Supply Division. 

reou^itionf 1 '^ 100 re ff tiv ? to availability of stock, status of 
x^qu-oitions, and any other information which is required by recast 

Control ^f'supL^v- Wher « authorized, by the Stock 

. uj. J^ncn ; o apply Divioiou, Extension 3491 or 8037, 


FOB THE DIRECTOR OF CENTRA!, IKTELBIGEN 



Deputy Director / 
(Administration) 


DISTRIBUTION NO. 4 
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Office Memorandum • united states government 

TO : Chief, Organization and Methods Service DATE: 8 May 1952 

from : Chief of Procurement and Supply 
SUBJECT: Request for Issuance of CIA Notice 


In order that all concerned may be informed of the 
changes in organization and procedures pertaining to the 
Supply' Division, Office of Procurement and Supply, it is 
requested that the attached draft of CIA Notice be reviewed, 
signed, and issued as an official CIA Notice. 

25X1A 
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25X1A 


25X1 A 


RESTRICTED 

Security I nx‘ or in at i pn 


CENTRAL INmLOTfcfCJS AGENCY 
Wa&hington, XL C, 


NO TICE 

liuHi 

SUBJECT: Absence for Registration and Voting. 


5 May 1952 


Attent ion of all Office heads and supervisors is called to CIA 
Regulation (l) and (2) reading as follows: 

"(1) Insofar as may be practicable without interfering seriously 
with production, employees who desire to vote at 'communities 
where they maintain voting residence, except where voting by 
absentee ballot is permitted, will be excused for that purpose, 
without charge to leave, for a reasonable time on all election* 
days. Further, employees who will be voting in jurisdictions 
which require registration in person will be excused for that 
purpose, Without charge to leave, for a reasonable time during 
the registration periods specified by the jurisdiction in which, 
they will vote. Such authorized absence should not exceed the 
time actually required to vote or register, as the case may be, 
and in no event should it exceed one working day for each election 
or registration: period. 

(2) In those cases when an employee requests additional leave for 
voting or registration which will require longer than one day 
In order to enable him to go to his legal residence to vote 
or register, permission will be granted whenever practicable 
and the period of absence in excess of one day will be charged 
to annual leave or, if annual leave is exhausted, to leave 
without pay." 

FOR THE DIRECTOR OF CENTRAL INTH 


( Admini s t rat ion ) 

DISTRIBUTION NO. k 
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Security Information 
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THE WHITE HOUSE 

WAS H I N G TO N 



April 28, 1952 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES: 

Under date of July 2U* 19 U8* the executive 
departments and agencies were notified of the policy 
with respect to release of employees for registration 
and voting, 

While that policy has not been changed and 
is continuing in its effect, it is felt it should be 
again called to the attention of all employees so that 
they may be fully informed on this subject and encouraged 
to exercise their rights, 

(S^****. ■*. 

DONALD S. DAWSON 
Administrative Assistant 
to the president 


MAY 9 IQfft 
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THE WHITE HOUSE 

WAS H I N G TO N 


July 24, 1948 


TO THE HEADS OP EXECUTIVE DEPARTMENTS AND AGENCIES » 


„ . , ,®° far M ®*y praotloable without interfering 

eeriouely with production, employees who deeire to vote at 

S I they maintain voting residence, except where 

voting by absentee ballot is permitted, will be exoused for 
that purpose without oharge to leave for a reasonable time on 
Further, employees who will be voting in 
jurisdictions whioh require registration in person will be ex- 

purp ?\ e w “ hout oh&rgo to iaa - *>“ * «iSu 

tiam during the registration periods specified by the jurls- 

r°* *£ ***** wil1 wfc*. Such authorised absenoe should 
not exceed the time aotually required to vote or register, as 
the case may be, and in no event should it exceed one working 
day for eaoh election or registration period. 6 

I.,.™ r In J ;hes ® 0a8es when employee requests additional 
leave for voting or registration whioh will require longer 
than one day in order to suable him to go to his legal resl- 
or register, permission will be granted whenever 
practicable and the period of absenoe in excess of one day will 
be charged to annual leave or, if annual leave is exhausted, 
to leave without pay* * 

This letter supersedes that on the same subieot ad- 
Hoa ?“ ot Executive Departments and Agencies by 
12 ’ Administrative Assistant to the President, 


C 71 ft /ft (7&t 

DONALD S. DANS ON 
Administrative Assistant 
to the President 


2 
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25X1 A 


[ 

| 


CONFIDENTIAL 
Security Information 

CENTRAL INTELLIGENCE AGENCY 
Washington, D 0 G 0 


SUBJECT: Separation for Unsatisfactory Performance 


9 May 1952 


1 0 It is essential that oach member of tho Agency contribute his fall 
share toward tho accomplishment of the Agency T s mission,, Prompt action must 
be taken to release thoso individuals who are undesirable or whose perform- 
ance is unsatisfactory when there is no .reasonable prospect of bringing about 
adequate improvement through loss drastic administrative or supervisory action 0 

i 

2 0 Personnel who have completed the probationary period will not bo 
separated involuntarily (except for reduction in force, security reasons, for 
cause — misconduct, delinquency, etc 0 ) unless there is a prior notice in- 
forming the person concerned in what respect his services were unsatisfactory 
and unless he has been given a reasonable opportunity to improve or to correct 
objectionable traits 0 

3c Personnel need assurance against adverse action based on arbitrary, 
uninformed decisions 0 Each member of the Agency represents a sizable invest- 
ment in time, money, end human effort 0 Therefore, it is important that per- 
sonnel bo carefully evaluated both during thoir probationary or trial period 
and subsequently in order to eliminate those yhc manifest an inability to 
meet requirements 0 

4o Responsibilities and Authorities 

(a) Supervisory Kospons ibil tt y p Supervisors bear' primary respon- 
sibility for determining the adequacy of performance and conduct of per- 
sonnel under their supervision and for initiating corrective action 
where necessary o Such corrective action may be in the form of closer 
supervision, on- tho-- job training, admonitions or warnings, and repri- 
mands a There may be some instances in which a conscientious worker is 
in a job beyond his actual or potential capacity 0 In such instances, 
the individual should bo reassigned to duties commensurate with his 
skill o If reassignment is not practicable, he may be separatedo When 
corrective action requires a personnel action ? such as transfer, demo® 
tion, or separation, supervisors are responsible for recommending ap- 
propriate action to the Personnel Office, together with full supporting 
reasons o While tho ultimate authority for taking personnel actions 
rests with the Personnel Office, this fact does not relieve tho operat- 
' ing office of the responsibility for discipline and proper management 
of personnel^ 

CONFIDENTIAL 
Socurity Infonaation 
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CONFIDENTIAL 
Security Information 

'ty. The Personnel Office is re- 

sponsible for rendering advico and assistance at all supervisory levels 
on natters pertaining to personnel of tho Agency, for reviewing oro- 
pesals affecting individuals, and assuring that they conform to pro- 
scribes. regulatory and procedural requirements and arc not arbitrary 
and unreasonable, and for approving or recommending to higher authority 
final action to be toicen. In any instance in which adverse action is ^ 
nocoss.-iry , tho Personnel Director or his dosignee will, with the assist- 
c ,.°‘ t ' lc supervisor, prepare the advance notice or statement of charges 
too supervisor s signature mid will bear joint responsibility with 

viduol 'of'n i- r ^' lr Vt fc ' ?r w :in i'u S thG ad0quacy of any statement by the indi- 
victual af -°ctod bo why the proposed action should not be taken 0 

Separation during Probationary Period 

. . The probationary or trial period should be fully utilized as a final 

T d ^ S "° Ut Peri0d t0 de1 ^nino the capacity of now personnel. 

in detSi tbe'ii i” 8 ! r® par p d dUrin? thG la-otoationary period should show 
m aetail tho individual's perf orniance <, . .. 


Peraonnoi Z" " / progress, and growth potential. The 

wh ™ It 7 D t ro f°p or hl * dosignee will review such evaluation reports and 
with thr. ^rnh 1U ' :l1 s P° r ^ormnce is not satisfactory, take immediate action 
supervisor to work out a remedial program for the individual dr to 
the 1 S °^ rrit f hxT r° Individuals must be given written notification by 

J , onacl director two weeks in advance of separation action. Probation- 
ary employees do not have the right of appeal on such actions. 

6 a Separation subsequent to Probationary Poriod 

_ (a) £^PIiyisqr j^Recoj^-ndation. When the supervisor's efforts to 
ring njout a more satisfactory performance by the individual are un- 
availing, ana less drastic action is not possible or desirable, the 
supervisor will initiate separation action. He will take such action, 
• aft f he hns notified tho employee in writing wherein he 
f. o <~i -f . o0 perform adequately and has given the employee a reasonable 
tine in which to demonstrate his ability to perform satisfactorily. ’ The 

Sr 1301 * 8 ? eco ^ ondatlon for separation action shall contain pertinent 
fc , , ts c °ncermng tho individual's unsatisfactory performance with a 
statement summarizing supervisory efforts to bring about improvements-, 

(b) Personngl_, Office, Acti on on Recomme ndation. Upon receipt of 
such a recommendation, the Personnel Director or his designee will con- 

Sato S33£ p ' w partlaont to an appro- 

to. If the Personnel Director or 

A, 0 determines that separation is appropriate or that demotion 

oi other less . drastic administrative action should be taken, he will 

v^nni 6 if by the a PP r °Friate supervisor a notice to the indi- 

v_ual_ affected of tho proposed action. This notice shall contain the 
I olio wing infer nations 

- 2 — 
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Security Infornation 
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CONFIDENTIAL 
Socurity Information 

(1) A s ta tenon t of tho action proposed as wall as the of foe- 
tivo ("late thereof (.30 days fron tho individual's receipt of the 
Notice) o 

(2) A statement, specific and in detail* showing the reasons 
for the proposed action and including a review of the administrative 
and supervisory actions which have been taken to correct tho situa- 
tion* 

(3) A statement inforning the individual that if he wishes to 
reply he must do so within ton calendar days orally or in writing; 
that his reply will bo given full consideration before a decision 
is reached; and that he will bo notified of the decision within 10 
days after his reply is received c In addition, he will be informed 
that ho may present his answer orally before an advisory committee 0 

( d ) P r e s on ta t ion o f Ind ividual , 1 s , Reply b efo re an A dvi sor y Gorim itteOo 
The Personnel Director or his designee will promptly arrange for presen- 
tation of an oral reply to an advisory committee upon the individual's 
request*, 

(1) Membership of Advisory Committee 

The Assistant Director (Personnel) wj.j. 1 appoint a committee 
of throe responsible and impartial Central Intelligence Agency offi- 
cials who are not members of the Office to which the individual is 
assigned© The Personnel Director or his designated representative 
will serve as nonvoting chairman* 

(2) Assistance to the Committee 

The Committee nay secure the technical advice and guidance 
of appropriate specialists 0 

(3) Witnesses 

The individual has the right of requesting that there ap- 
pear before the Committee other Agency employees in possession of 
facts pertinent to tho is sues 0 

(e) P inal Action * After considering the individual's reply and the 
recommendations of the Advisory Committee, if any, the Assistant Director 
(Personnel) will make the final decision as to the action to be taken 0 
The Assistant Director (Personnel) or his designee will notify the indi- 
vidual in writing, giving the reasons for the decision and stating, ’if 
applicable, the effective date of the action* 

(f) Appeal to the U* S u Civil Service Comnlssion 6 If adverse action 
is to be taken on an individual eligible for preference under the Veterans 

- 5 - 
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CONFIDENTIAL 
Security Information 


Preference Act, his final notice will include a statement informing him of 
his right to appeal to the U. S* Civil Service Commission within ten cal- 
endar days of receipt of such notice. 

7- Appropriate portions of this Notice will be included in the 
of the CIA Regulations at a later date c Where inconsistencies occur between 
this Notice and CIA Regulations in the this Notice shall govern,. 


FOR TEE DIRECTOR OF CENTRAL INTELLIGENCE: 



WALTER'* REID WOLF'/ 
Deputy Director 
( Admini a tr at i on ) 


Distribution No. 4 


-4- 
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AR-D-0la5 


27 March V)$2 

Service 

SUBJECT : Draft of CIA Regulation on Involuntary* Separation 


ILLEGIB - 



1* In general, the attached proposed Regulation on involuntary 
separation says what I think we want. However, I have some points 
to raise which I would like to have you straighten out with Person- 
nel and, after you have agreed, submit to me for approval and publi- 
cation. As usual, I am anxious to get this published within the next 
few days. 


2. It occurs to me that one Regulation announcing the policy 
placing responsibility, etc., should be in the that a 

second Regulation on procedures should be in the^^^l^^HHI 


3. We speak of the probationary period. It is my understand- 
ing that this is a one year period j however, I am not sure whether 
this is spelled out in present Regulations. 

U. We also speak of performance evaluations. I think that it ,, 
is correct that no performance evaluations have been rendered on CIA :: 
employees for almost two years. 




5 * In paragraph D (1) we say that separation s on grounds of 
security violations will be processed according to 
This Regulation does not say how termination action will be processed. 

It merely says that personnel may be terminated for security viola— 
tions. ILLEGIB 


6. With reference to paragraph D (2), there is a question in 
my mind as to Y/hether termination for security violations is not in- 
cluded in temnination ,f in the. interests of the United States.” 


cc: Act ! g Pers Dir 




L. K. WHITE 


Assistant Deputy Director 
(Administration) 

L i\i' fi LJ C. i \ 5 } /*• \ s > , 

Sorifniy 'nform^Jor*. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 


NOTICE 



30 April 1952 


SUBJECT: Correspondence Manual 


1. There is attached hereto a copy of a new CIA Corres- 
pondence Manual -which should be used as a guide in preparing official 
correspondence . 

2. Additional copies as required, may be obtained from 
Building Supply Officers. 


FOB THU DIRECTOR OF CENTRAL INTELL 



WALTER REID WOLF / 

Deputy Director • 

( Adm i n i s t rat ion) 


pgl 

flit; 

Mi 

pp 


25X1A 


1 Attch 


DISTRIBUTION NO. 3 
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FOREWORD 

A great deal of the business of the Central Intelligence 
Agency is done through correspondence and this, of course, be- 
comes the written record. To do an efficient job of maintaining 
a thorough and complete record, it is essential that the proce- 
dures for the preparation of official correspondence be uniform, 
and that the styling, routing, and filing of it be done according 
to a given pattern or plan . 

The purpose of this Manual, therefore, is to present, in a 
simple way, these rules and regulations to the secretarial and 
stenographic personnel of the Agency. There is really nothing 
difficult about any of the procedures, and with a little study 
and practice they are easily mastered. The instructions given 
here are only general in scope, and do not cover all cases. 

Should special problems arise, they should be brought to the 
attention of the immediate supervisor or Administrative Officer 
for a solution. 
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Style 


GENERAL 


In the preparation of official CIA correspondence, the memoran- 
dum form or the letter form is used. 

Stationery 

The following types of stationery are used: 

CIA Letterhead (hond) 

Thin CIA Letterhead (tissue) 

CIA Letterhead (Office of the Director) (bond) 

Thin CIA Letterhead (Office of the Director) (tissue) 

CIA Letterhead ( Office of Deputy Director of Central 
Intelligence ) 

Thin CIA Letterhead ( Office of Deputy Director of 
Central Intelligence) 

Standard Form No. 64 (Office Memorandum-U.S. Government) 
Plain Bond 

Plain Thin White Tissue 
Plain Thin Yellow Tissue 

CIA Letterhead (bond) 


The CIA Letterhead is used in the preparation 
of all correspondence sent outside the Agency. 

When such correspondence is prepared for the 
signature of the Director of Central Intelligence, 
the CIA Letterhead (Office of the Director) is 
used. When "outside" correspondence is prepared 
for the signature of the Deputy Director of Central 
Intelligence , the CIA Letterhead (Office of Deputy 
Director of Central Intelligence) is used.* , 

Thin CIA Letterhead (tissue) 

The thin CIA Letterhead is always used for the: 

1. "Courtesy" copy (sometimes called 
"duplicate copy") to accompany the original on 
a CIA Letterhead. 

2. Information copy, if one is to be sent 
to another addressee outside the Agency. 

3. Copies of "multiple addressee" memoran- 
da sent outside the Agency. (A "multiple 
addressee" memorandum is a memorandum addressed 
to a list of two or more officials . This type of 
memorandum is a timesaver, and when used it is 
necessary to prepare a copy for each addressee 
listed. ) 
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lliln CIA Letterhead (Office of the Director) (tissue) 

This letterhead is used when the original is 
prepared on the CIA Letterhead (Office of the Direc- 
tor) and for the same purposes stated in the preced- 
ing paragraph. 

Thin CIA Letterhead (Office of Deputy Director of 
Central Intelligence) (tissue) 

This letterhead is used when the original is 
prepared on the CIA Letterhead (Office of Deputy 
Director of Central Intelligence) and for the same 
purposes stated above. 

Plain Bond 


This paper is used only when addressing memoran- 
da to the Director of Central Intelligence or to his 
lour Deputies , and when writing to two or more offi- 
cials within the Agency (multiple addressee), and for 
second sheets. 

Standard Form No. 6k (Office Memorandum-U.S. Government) 

This form is used when addressing memoranda to all 
officials within CIA, with the exception of the Direc- 
tor of Central Intelligence and his four Deputies . It 
is also used when writing informally to officials of 
other Government agencies or departments. 

Plain Thin White Tis s ue 


Plain thin white tissue is used for the: 

1* Information copy, if one is to "be sent 
to another addressee within the Agency. 

2. File copy. 

3 * Copies of "multiple addressee" memoran- 
da sent to officials within the Agency. 

4. Extra copies, as required. 

Plain Thin Yellow Tissue 


Plain thin yellow tissue is the Administrative 
Files copy. (The color is used simply to identify it 
as CIA file copy.) 


- 2 - 
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Number of Copies Required 

Original 

1 - Thin CIA Letterhead 
tissue (or CIA Let- 
terhead-Office of the 
Director; or, CIA 
Le 1 1 e rhe ad - Off ice 
of Deputy Director 
of Central Intelli- 
gence . ) 

1 - Thin CIA Letterhead - Information copy ( if necessary) to 
tissue (or CIA Let- be sent to another addressee out- 

terhead -Office of the side the Agency. 

Director; or, CIA 
Letterhead -Off ice 
of Deputy Director 
of Central Intelli- 
gence . ) 

Information copy (if necessary) to 
be sent to another addressee within 
the Agency . — — — 

For the signing official. (Two 
thin white copies, if the signer is 
the Director of Central Intelligence 
or the Deputy Director of Central 
Intelligence . ) 

Copy for return to the originating 
office to indicate the date on which 
correspondence was signed and dis- 
patched. 

Administrative Files copy. 


Additional thin white copies as may 

be required by individual offices . 

1. Original on appropriate CIA Let- 
terhead, with a thin white let- 
terhead for each addressee, when 
sent outside the Agency. 

2. Original on plain bond, with plain 
thin white for each addressee, 
when sent within the Agency. 

3 • Additional thin whites required 
for file and other copies. 


- 3 - 


1 - Plain thin white 


1 - Plain thin white 
tissue 


1 - Plain thin white 
tissue 


1 - Plain thin yellow 
tissue 

Extra copies 


Multiple Addressee 
Memoranda 


For dispatch. 

"Courtesy" copy to be forwarded with 
the original, if the addressee is a 
Member of Congress, or an official 
of another Government agency or de- 
partment . 
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Margins 


Margins are set to give 
randa and letters. However, 
inches . 


a framed picture” appearance to memo- 
margins are never to be less than l| 


Date 


The date is placed in accordance with the length of the letter 
or memorandum, flush with the upper right-hand margin, and is writ- 
ten m this sequence - day, month, year - as, 15 January 1952. 

The date is omitted when preparing correspondence for the signa- 
ture of the Director of Central Intelligence or his Deputies. It 
is placed by the Executive Registry when the correspondence has been 
signed and is ready for dispatch. 

Heading of a Memorandum 


line . 


The heading of a memorandum is begun five lines below the date 


Address of a Letter 


line . 


The address of a letter is written five lines below 


the date 


Salutation 


ter . 


The salutation is typed two lines below the address of a let- 
The memorandum has no salutation. 


Body 


^ em orandum, the body is begun four lines below the last 
line of the heading, while in the letter, the message is started two 
lines below the salutation. ° 


Line Spacing 




The body of correspondence is single spaced. However, 
ext is less than eight lines, double spacing is used. In both 
s ances, double spacing is used between paragraphs. (NOTE* In 

a ^ dr ^ Sed t0 - the Presldent of the United States, regardles 
pLSs.) SPaClng ±S alWayS USed ' with double spacing betwee 


Paragraphing 

double^ce PllS indented five s P aces . They are separated by a 


- V- 
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Paragraphs of memoranda . When a memorandum is but one paragraph 
in length, the paragraph is not numbered, but subparagraphs are let- 
tered. If the memorandum is two or more paragraphs in length, the 
paragraphs are numbered consecutively with Arabia numerals. The pat- 
tern for paragraphing is as follows: 

1 


a. 


( 1 ) 


(a) 


1 . 


a. 


Exception: In memoranda addressed to the President of the United 
States, paragraphs, are not numbered. 

P aragraphs of letters . In letters, paragraphs are not numbered. 
Command Line 


The command line, or the authority line, is "FOR THE DIRECTOR 
OF CENTRAL INTELLIGENCE:" It 'is used only on the memorandum form, 
and when the individual signing the correspondence has been delegated 
authority to do so for the Director of Central Intelligence. The com- 
mand line is indented five spaces from the left-hand margin, typed in 
all caps, and is followed by a colon. 

Complimentary Close 


complimentary close is used only in the writing of letters. 

It is typed two or three spaces to the right of the center of the paste 
No complimentary close is used in the writing of memoranda. 

Signature 


On memoranda, the signature is typed five or six lines below the 
last line of the body, or the command line, if there is one. The 
name is written two or three spaces to the right of the center of the 
page in all caps. The title is centered in respect to it, and is typed 
in initial caps. When Standard Form No. 64 (Office Memorandum-U.S. 
Government) is used, the title appears In the heading on the "From" 
line. Therefore, it is omitted at the close when this form is used. 
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On letters , the signature is typed five or six lines below, and 
flush with, the complimentary close. The name is written in initial 
caps only. The title is centered in respect to the name, in initial 
caps . 

Enclosures 


The number of enclosures is typed two lines below the signature 
and flush with the left-hand margin, on the original and all carbons. 
Indented two spaces and one line down, each enclosure is listed by 
number and briefly described. If an enclosure consists of more than 
one copy, the number of copies is shown in parentheses following the 
description of the enclosure. For example, 

2 Enclosures 

1. Form No. 37-3 (dup) 

2. Form No. 38-I (trip) 

Information Copies 


Information copies and the officials to whom they are addressed 
are indicated flush with the left-hand margin, and two lines below 
the last witten line of a memorandum or letter. (Signature line or 
enclosures listing.) This notation always appears on all the carbons 
retained in the Agency. However, if it is the desire of the dicta- 
ting official, the notation is made on the original and courtesy copy, 
if there is one. For example, 

cc: Personnel Director 

cc; Chief, Administrative Services 

Identification Initials 


The identification initials consist of the office designation, 
or symbol, the writer’s and the secretary’s initials. Following the 
initials and on the same line, the date is typed in parentheses, as, 
0CD/ ABC : xyz (15 January 1952). In memoranda addressed to officials 
within the Agency (with the exception of the Director of Central In- 
telligence and his four Deputies ) the identifications are typed on 
the original and all the carbons • In memoranda and letters addressed 
outside the Agency, the identifications are typed only on the carbons 
remaining in CIA. They never appear on originals, "courtesy" copies, 
or information copies . 

Distribution 


Distribution of the various copies of correspondence is noted 
on all carbons retained in the Agency. For example, 

1- DD/A (signer’s copy) 

1- Return to Organization and Methods Service 
1- Administrative Files 
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Continuations 


The body of memoranda or letters is continued at least eight 
lines below the top of the page. b 

A+ , A 5 “' a sraph of three or fewer lines is not divided between pages 
" b tW ° 1 , lnes of a dlvlded paragraph appear on each page . l n S 
S sentence between Pages, at least two words of the sentence 
appear on each page . In no case is a word divided between two pages . 

Vo+tn ^ f Ji he b0dy ?£ f memorandum or letter is completed so near the 

two lines of P +r rS 13 n ° r °° m for the si g nab ure, at least 

o lines o I the last paragraph are carried over to the last page . 

text 1S 4000 S ° that thS sienature wil1 not become separated from the 


Page Numbering 


Wo number is placed on the first page, 
numbered consecutively with Arabic numerals, 
and typed about one inch above the bottom of 


Subsequent pages are 
The number is centered 
the sheet, as, -2-. 


Classification 


SecurS' SSaUoS 10 ” ** tto current CIA 

Envelopes 


... I* 611 envelopes are necessary, they are prepared in accordance 
with the existing CIA Security Regulations . 


Receipts 


Receipts, when necessary, are prepared as 
Security Regulations . 


required by the CIA 


Routing Slips 


The official routing slips (Nos. 36-8 and Wo. 30-4) are used 
when correspondence is referred through one official to another. 

T ey are also used at times for the transmission of informal com- 
ments on the basic correspondence. It is unnecessary to use rout- 
ing slips to transmit correspondence from one office to another 
Cham envelopes are used for this purpose. 
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THE MEMORANDUM 

When to Use the Memorandum Form 


When addressing the following, the memorandum form is used and 
is prepared on a CIA Letterhead (or CIA Letterhead-Office of the 
Director) : 

1. The President of the United States 

2. Officials of the National Security Council (NSC) 

3. The Intelligence Advisory Committee (lAC) (or to indi- 
vidual member Agencies of the Committee) 

4. The National Security Resources Board (NSRB) 

5- Other Government agencies, if the incoming corres- 
pondence was in memorandum form. 

The memorandum form is used when addressing the following, and 
it is prepared on plain bond paper. (This is the only instance in 
which plain bond paper is used.): 

1. The Director of Central Intelligence 

2 . The Deputy Director of Central Intelligence 

3. The Deputy Director (Administration) 

4. The Deputy Director (Plans) 

5« The Deputy Director (intelligence) 

6. Multiple addressees. 

When corresponding with the following, the memorandum form is 
used, and prepared on the Standard Form No. 64 (Office Memorandum- 
U.S. Government): 

1. All officials of CIA in Washington, with the exception 
of those listed in the immediately preceding paragraph. 

2. All officials of CIA in the U.S. Field. 

3* Other Government agencies, informally. 

How to Prepare a Memorandum on Letterhead or Plain Bond Paper 


Keeping in mind the "framed picture" appearance, the margins are 
set accordingly. 

Place the date (if it is to be entered) in accordance with the 
length of the memorandum in the upper right-hand corner and flush 
with the margin. 

Dropping five lines from the date, the headings MEMORANDUM FOR, 
SUBJECT, and REFERENCE, ATTENTION or THRU lines are typed in all caps 
block form, and flush with the left-hand margin. The addressee, the 
subject proper, and the reference are typed in lower case, initial 
caps, and separated by two lines. For example. 
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THE MEMORANDUM 

When to Use the Memorandum Form 


When addressing the following, the memorandum form is used and 
is prepared on a CIA Letterhead (or CIA Letterhead-Office of the 
Director) : 

1. The President of the United States 

2. Officials of the National Security Council (NSC) 

3. The Intelligence Advisory Committee (lAC) (or to indi- 
vidual member Agencies of the Committee) 

4. The National Security Resources Board (NSRB) 

5# Other Government agencies, if the incoming corres- 
pondence was in memorandum form. 

The memorandum form is used when addressing the following, and 
it is prepared on plain bond paper. (This is the only instance in 
which plain bond paper is used.): 

1. The Director of Central Intelligence 

2. The Deputy Director of Central Intelligence 

3. The Deputy Director (Administration) 

4 . The Deputy Director (Plans) 

5 . The Deputy Director ( Intelligence ) 

6. Multiple addressees. 

When corresponding with the following, the memorandum form is 
used, and prepared on the Standard Form No. 64 (Office Memorandum- 
U . S . Gove rnment ) : 

1. All officials of CIA in Washington, with the exception 
of those listed in the immediately preceding paragraph. 

2. All officials of CIA in the U.S. Field. 

3 . Other Government agencies, informally. 

How to Prepare a Memorandum on Letterhead or Plain Bond Paper 

Keeping in mind the "framed picture" appearance, the margins are 
set accordingly. 

Place the date (if it is to be entered) in accordance with the 
length of the memorandum in the upper right-hand corner and flush 
with the margin. 

Dropping five lines from the date, the headings MEMORANDUM FOR, 
SUBJECT, and REFERENCE, ATTENTION or THRU lines are typed in all caps 
block form, and flush with the left-hand margin. The addressee, the 
subject proper, and the reference are typed in lower case, initial 
caps, and separated by two lines. For example, 
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MEMORANDUM FOR: Director of Central Intelligence 


SUBJECT: Change of Office Hours 


REFERENCE: 


MEMORANDUM FOR: 

ATTENTION: 

SUBJECT: 


Budget Circular No. 10 dtd 1 May 1951 
or, 

Deputy Director (Administration) 
Assistant Deputy Director (General) 
Change in Office Hours 


MEMORANDUM FOR: 
THRU: 

SUBJECT: 


or, 

Deputy Director (Administration) 
The Comptroller 
Change in Office Hours 


_ instance > an extra copy is forwarded with the original 

for the files of the Comptroller, if he so desires to retain a copy.) 

In the preparation of "multiple addressee" memoranda, the ad- 
dressees are listed, block form, following the heading MEMORANDUM 
FOE. The remainder of the heading is completed in the usual way. 

For example, 


MEMORANDUM FOR: The Comptroller 

Personnel Director 

Chief, Administrative Services 

Chief, Organization and Methods Service 


SUBJECT: 

(in this 
listed. ) 


Change in Office Hours 

instance, a carbon is prepared for each addressee 


_ The, body of the memorandum is begun four lines below the last 
line of the heading. Single spacing is used, except when the memo- 
^ very short > in which case double spacing is permissible. 
INOTE: In memoranda addressed to the President of the United States 
regardless of length, double spacing is always used, with double 

spacing between paragraphs . ) Paragraphing is as described under 
General . 


The command line , if one is used, is indented five spaces and 
typed two lines below the last line of the body. 
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It j s^ 7 ittfn a i^ n 1S tyPe f fiVG ° r Slx llnes below the command line 
S toe "are -V. L t u V ^ *7° ° r three Spaces to right of the center 
centereffr/resSct S S it! ^ 0ne 11116 beloW ^nature and is 

Enclosures are listed two lines below the signature and title 
These appear on the original and all carbons. 

In|^a^on_^pies are indicated two lines below the last writ 
ten line which may be the signature line or the enclosures iLSn^ 
lf a0tabl ° n ls made on a11 carbons retained in the Agency; however 

atr ' ct6 ’ “ 1E « te4 « «» -i - ’ 

the office sym bol, initials and 

date are typed. In memoranda addressed to officials withirTthe ' 

Agency, the identifications are typed on the or iginal'lSTu car- 
bons, except when addressing the Director of Central Intelligence or 
us four Deputies. In these exceptions they appear on carbons onlv 
n memoranda and letters addressed outside the Agency, the identifi- 
cations are typed on carbons remaining in CIA. They never appear 
on originals or "courtesy" copies. PP 

£g ge numbering. The first page is not numbered; however sub- 
quent pages are numbered consecutively with Arabic numerals' The 
” ” nter " 1 “ 4 * ws4 ™ » »= atore the of Se 

ffamp the classification, if there is one, following the pre- 
scribed CIA Security Regulations . 


sary 


Prepare routing slip, receipt and envelopes , if they are neces- 


How to Prepar e a Memorandum on Standard Form No. 64 

Type the addressee in initial caps following the TO heading. 

The date is entered on the DATE line. 

,- n ° fflcia l' s title is entered following the FROM heading 

i.n initial caps . 

Type the subject in initial caps following the word SUBJECT . 

An ATTENTION line or a THRU line, if desired, may be added 
one line below the TO line . 

___ A REFERENCE line if needed is typed two lines below the SUB- 
«XECT line. 
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The following are examples of the different styles of headings 
for the Form No. 64: 

TO: Assistant Deputy Director (Administration) 

FROM: Personnel Director 

SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951 

or, 

TO: Personnel Director 
THRU: Comptroller 

FROM: Chief, Organization and Methods Service 
SUBJECT: Revision of Form No. 37-3, dtd l8 June 1951 

or, 

TO: Personnel Director 
ATTN: Chief, Classification Division 
FROM: Chief, Organization and Methods Service 

SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951 

or, 

TO: Personnel Director 

FROM: Chief, Organization and Methods Service 

SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951 

REFERENCE: Memo dtd 18 June 1951 fr Personnel Director to Chief, j 

Organization and Methods Service 

The body of the memorandum is started four lines ‘below the last j 

line of the heading. It is single spaced except when the memorandum 
is very short, in which case it is permissible to use double spacing. 

The rules for paragraphing are followed as prescribed under GENERAL. j 

The short Memorandum Form No. 64 is used if the body of the memo- 
randum is short. j 

The command line (if one is used) is indented five spaces and 
typed in all caps two. lines below the last line of the body. | 

The signature follows five or six lines below and is typed in all 
caps . Since the title appears in the heading, it is omitted at the j 

close . 
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Enclosures are listed two lines below the signature and title, 
and typed flush with the left-hand margin. They appear on the orig- 
inal and all copies . 

ion c op ie s are indicated two lines below the last writ- 
ten line, which may be the signature line or the enclosures listing. 
The notation is made on all carbons retained in the Agency; however, 
if the dictator so directs, it is also noted on the original and 
courtesy" copy. 

Dropping two lines, the office symbol and identifying initials 
and date are typed on the original and all carbons of memoranda 
addressed to officials within the Agency. However, they are omitted 
on the original and "courtesy" copy when addressing the Director of 
Central Intelligence or his four Deputies, and also when addressing 
officials of other Government agencies and departments. 

Pa ge numbering . The first page is not numbered; however, sub- 
sequent pages are numbered consecutively with Arabic numerals, and 
centered one inch or so above the bottom of the page. 

Place classi fication following the prescribed regulations. (CIA 
Security Regulations . ) 

Prepare routing slip , receipt ^ and envelope , if necessary. 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 2S, D. C. 


15 September 1951 


MEMORANDUM FOR: Director of Personnel 

National Security Council 

ATTENTION: Mr. Michael O'Rourke 

SUBJECT: Clerical Training Program 


1. This Agency is in the process of establishing a 
clerical training program. In view of the fact that your 
organization has had a similar program in effect for some 
time , it is felt that one of your training officers could 
he of assistance to us in setting up our courses. A ten- 
tative schedule of courses is enclosed. 

2. It would he appreciated if you would send us the 
name and the telephone extension of this individual , so 
that we may contact him. 


JOHN R. DOE 
Director of Training 


1 Enel. 

Tentative Schedule 

o/TR/jRD:xyz (date dictated) 

Distribution: 

1 - Admin. Files (yellow) 

1 - Personnel 
1 - Pool 


) Typed on original 
) and all carbons . 

) 

) 

) Typed on all carbons 
) except the " courtesy 1 
) copy. 

) 
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CENTRAL INTELLIGENCE AGENCY 

WASHINGTON 25, D. C. 


15 September 1951 


MEMORANDUM FOR: Director 

Federal Bureau of Investigation 

ATTENTION: Mr. C. D. Long 


SUBJECT: 


Letter from Mrs . John Jones , 
Selbyville , Kentucky 


e auTj 8 .cn. 6 d. communication jls rei erred, 
your office for such action as may be necessary, 




ence . 


2. The writer has been notified of this refer- 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


JOHN R. DOE 
Colonel, GSC 
Security Officer 


1 Enel . > 

Ltr dtd 30 May 1951 j 

f r Mrs . J ohn Jones ) 

0S/jRD:xyz (date dictated) ) 

Distribution: j 

Orig . and 1 - Addressee ) 

1 - Admin. Files (yellow) ) 

1 - SCS ) 

1 - Chrono ■) 


Typed on original and 
all carbons . 


Typed on all carbons, 
except on the "courtesy" 
copy. 
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(USE PLAIN BOND STATIONERY) 


15 September 19 51 


MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: • Change in Office Hours 


1. Upon an oral request from your office > members 
of OCD were queried as to their desires in changing the 
present office hours to 8:00 A.M. - 4:30 P.M. The result 
was as follows; 

Yes; 24 (in favor of change) 

No-: 20 

2. The decision of several of the persons who op- 
posed the change was influenced hy the fact that the 
present working hours, i.e. ; 8:30 A.M. - 5:00 P.M., conform 
more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
Assistant Director 
Collection and Dissemination 

0CD/jRD:xyz (date dictated) ) 

) 

Distribution: ) Typed on carbons only. 

1 - Chrono ) 

1 - Admin. Files (yellow) ) 


- 16 - 




Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


(use plain bond stationery) 


15 September 1951 


MEMORANDUM FOR: 

ATTENTION: 

SUBJECT: 


Deputy Director (Administration) 

Asst. Deputy Director (Administration) (General) 
Change in Office Hours 


1. Upon an oral request from your office, members of 
0CD were queried as to their desires in changing the present 
office hours to 8:00 A.M. - 4:30 P.M. The result was .as follows: 

Yes : 24 ( in favor of change ) 

No: 20 

2. The decision of several of the persons who opposed 
the change was influenced by the fact that the present working 
hours, i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly to the 
office hours of the IAC agencies. 


JOHN R . DOE 
Assistant Director 
Collection and Dissemination 


0CD/jRD:xyz (date dictated) 
Distribution: 

i - add/a/g 

1 - Admin. Files (yellow) 
1 - Chrono 


) 

) 

) Typed on original and all 
) carbons, except when 
) addressing the Director 
) or his four Deputies . 
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(USE PLAIN BOND STATIONERY) 


15 September 1951 


MEMORANDUM FOR: Deputy Director (Administration) 
THRU : C ompt roller 


SUBJECT: 


Change in Office Hours 


1. Upon an oral request from your office, members 
of 0CD were queried as to their desires in changing the 
present office hours to 8:00 A.M. - 4:30 P.M. The result 
was as follows: 

Yes: 24 (in favor of change) 

No: 20 

2. The decision of several of the persons who op- 
posed the change was influenced by the fact that the 
present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform 
more uniformly to the office hours of the IAC agencies. 


JOHN R . DOE 
Assistant Director 
Collection and Dissemination 


0CD/jBD:xyz (date dictated) 

Distribution: 

1 - Comptroller 
1 - Admin. Files (yellow) 
1 - Chrono 


) Except when addressing 
) the Director or his 
) four Deputies, type 
) on original and all 
) carbons . 
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(use plain bond stationery) 


15 September 1951 


MEMORANDUM FOR: 

SUBJECT: 

REFERENCE: 


Deputy Director (Administration) 

Change in Office Hours 

Bureau of the Budget Circular No. 10, 
dated 10 May 1951 


1. Upon an oral request from your office, members of 
0CD were queried as to their desires in changing the present 
office hours to 8:00 A.M. - 4:30 P.M. The result was as 
follows : 


Yes: 24 (in favor of change) 

No: 20 

2. The decision of several of the persons who opposed 
the change was influenced by the fact that the present work- 
ing hours, i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly- 
to the office hours of IAC agencies . 


0CD/jRD:xyz (date dictated) 

Distribution: 

1 - Admin. Files (yellow) 
1 - Chrono 


JOHN R. DOE 
Assistant Director 
Collection and Dissemination 

) 

) 

) Except when addressing the 
) Director or his four Deputies, 

) type on original and all carbons . 
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(USE PLAIN BOND STATIONERY) 


15 September 1951 


MEMORANDUM FOR: Comptroller 

Personnel Director 

Chief, Administrative Service 

SUBJECT: Change in Office Hours 

REFERENCE: Bureau of the Budget Circular No. 10, 

dated 10 May 1951 


1. Upon an oral request from the Deputy Director 
(Administration), members of 0CD were queried as to their 
desires in changing the present office hours to 8:00 A.M. - 
4:30 P.M. The result was as follows: 

Yes: 24 (in favor of change) 

No: 20 

2. The decision of several of the persons who op- 
posed the change was influenced by the fact that the 
present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform 
more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
Assistant Director 
Collection and Dissemination 


0CD/jRD:xyz (date dictated) 

Distribution: 

1 - Admin. Files (yellow) 
1 - Chrono 


) 

) 

) Typed on original and all 
) carbons, except when 
) addressing the Director or 
) his four Deputies. 
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standard form no. W 

Office Memorandum • united states government 

to .Asst. Deputy Director (Administration) DATE: 15 September 1951 

FROM :Asst. Director for Collection and Dissemination 
SUBJECT: Change in Office Hours 


1. Upon an oral request from your office, members of OCD 
were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 

Yes: 24 (in favor of a change) 

Ho: 20 

2. The decision of several of the persons who opposed the 
change was influenced by the fact that the present working hours, 
i.e., 8:30 A.M. - 5:00 P.M., 
hours of the IAC agencies . 


OCD/jRD:xyz (date dictated) 

Distribution: 

1 - Admin. Files (yellow) 
1 - Chrono 
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conform more uniformly to the office 


JOHN R .DOE 


Typed on original and 
all carbons. 
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STANDARD FORM NO. tt* 

Office Memorandum • united states government 

TO : Asst. Deputy Director (Administration) DATE: 15 September 1951 

THRU : Comptroller 

FROM : Asst. Director for Collection and Dissemination 
SUBJECT: Change in Office Hours 


1. Upon an oral request from your office, members of OCD 
■were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 

Yes: 24 (in favor of a change) 

No: 20 

2. The decision of several of the persons who opposed the 
change was influenced by the fact that the present working hours 
conform more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 


OCD/jRD : xyz (date dictated) ) 

Distribution: ) Typed on original and 

1 - Comptroller ) all carbons . 

1 - Chrono ) 

1 - Admin. Files (yellow) ) 
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GTANDARD FORM NO. 04 


Office Memorandum • 


UNITED STATES GOVERNMENT 


TO : Chief, Administrative Service 

A1TN : Chief, Building and Maintenance Division 

FROM j Assistant Director, 0CD 


DATE: 15 September 1951 


SUBJECT: change in Office Hours 


1. Upon an oral request from your office, members of 0CD 
were queried as to their desires in changing the present office 
hours to 8;0O A.M. - 4:30 P.M. The result was as follows: 

Yes: 2k (in favor of a change) 

No : 20 

2. The decision of several of the persons who opposed the 
change was influenced by the fact that the present working hours 
conform more uniformly to the office hours of the IAC agencies. 


JOHN R . DOE 


OCD/ JRD :xyz (date dictated) 

Distribution: 

1 - Comptroller 
1 - Chrono 

1 - Admin. Files (yellow) 


) 

) 

) 

) Typed on original and 
) all carbons . 

) 
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STANDARD FORM NO. W 

Office Memorandum • united states government 

TO : Asst, Deputy Director (Administration) DATE: 15 September 1951 

THRU : Comptroller 

FROM : Asst. Director for Collection and Dissemination 
SUBJECT: Change in Office Hours 

REFERENCE: Memo dtd l8 June 1951 fr Personnel Director to Chief, 

Organization and Methods Service. 


1. Upon an oral request from your office, members of OCD 
were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 

Yes: 24 (in favor of a change) 

No : 20 

2. The decision of several of the persons who opposed the 
change was influenced by the fact that the present working hours 
conform more uniformly to the office hours of the IAC agencies. 


JOHN R . DOE 

0CD/jRD:xyz (date dictated) ) 

) 

Distribution: ) Typed on original and 

1 - Comptroller ) all carbons . 

1 - Chrono ) 

1 - Admin. Files (yellow) ) 
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THE LETTER 


When to Use the Letter Form 

The letter form is used when addressing the following: 

1. Executive Offices of the President. 

2. Members of Congress. 

3- Officials of Government departments and agencies, 
except when the memorandum form is used. 
i|- . Private individuals . 

5 • Private organizations . 

How to Prepare a Letter 


Set the margins, following the "framed picture" format. 


the llf th^f If t0 sntered ) 16 Pl ace d in accordance with 

the Margin. 111 Upper ri e ht - hand c °™er, flush with 


Five lines below the date line, 
and single spaced. 


enter the address in block form 


Dropping two lines, the salutation is typed. For e xamp le, 
Mr. John Doe 

8l4 Sheridan Street, N.W. 

Atlanta, Georgia 

Dear Mr. Doe: 


The_body of the letter is started two lines below the salutation. 

Single spacing is used, except when the letter is ver-y short in 
which case double spacing is used. Paragraphs are indented five 
p es and are not numbered. Subparagraphing is to be avoided. 

close?™ llnSS bel ° W thS laSt llne ° f the b ° dy ’ type the complimentary 


only. 

ture, 


Dropping five or six lines, 
The title of the official 
and is typed one line below 


the signature is typed in initial caps 
is centered in respect to the signa- 
in initial caps . 


wl+t Sr ?' i ^! B v be ^ 0W the s ^nature, the enclosures are listed flush 
carbons! left_hand margln - They are typed on the original and all 
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Two lines below the signature or the enclosures listing the 
information copies are indicated, typed flush with the left-hand 
margin. 


Dropping two lines, the identifying office symbol and Initials 
of the dictator and secretary and date are typed on the carbons only. 
These never appear on the original and ’courtesy copy. 


.q+.smn classification, if any, according to the current CIA 
Security Regulations. 


Prepare routing slip, receipt, and envelope, if necessary. 
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CENTRAL INTELLIGENCE AGENCY 

WASHINGTON 25, D. C. 


15 September 1951 


The Honorable Richard B. Randolph 
United States Senate 
Washington 25 , D. C. 

Dear Senator Randolph: 

In accordance with the telephoned request from your 
office yesterday, I am herewith enclosing CIA application 
forms. If you will ask Mr. John Smith to complete these 
forms and return them to me, I shall be glad to have his 
qualifications and background considered in the light of 
current vacancies, and to keep you advised of the progress 
of his application. 


Sincerely yours, 


2 Enel. 

1. Form No. 38-1 

2. Form No. 3 S-IA 

cc: Director, Federal Bureau 
of Investigation 


XYZ/jRD:xyz (date dictated 

Distribution: 

1 - Admin. Files (yellow) 
1 - Personnel 
1 - Stayback 


JOHN R. DOE 
Legislative Counsel 
) 

) 

) 

) Typed on all carbons retained 
) in CIA. Typed on original 
) and ’’courtesy" if so desired 
) by dictator. 


) Typed on all carbons retained 
) in CIA. 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


15 September 1951 


The Honorable Clarence Cambell 
U. S. Pious e of Representatives 
Washington 25, D. C. 

Dear Mr. Cambell: 

This is to acknowledge receipt of your letter of 
15 May 1951, on behalf of who has 

applied for a position witl^n^^Agenc^^^^^^ 

^as been requested to complete some 
necessary personnel forms . As soon as these have been 
received, and a determination has been made as to whether 
there is a suitable vacancy for him, we shall be glad to 
let you know. 

With appreciation for your interest in the Central 
Intelligence Agency, I remain 


Sincerely yours, 


JOHN R . DOE 
Legislative Counsel 


XTZ/jRD:xyz (date dictated) ) 

) 

Distribution: ) 

Orig. and 1 - Addressee ) 

1 - Admin. Files (yellow)) 

1 - Personnel w. basic ) 

2 - Chrono ) 


Typed on all carbons, 
except on the "courtesy" 
copy. 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


15 September 1951 


Mrs . John Jones 
13^ East Pines Street 
Selbyville, Kentucky- 

Dear Mrs . Jones : 

Thank you for your letter of 20 May 1951 . It has 
been referred to the Federal Bureau of Investigation, 
since that Bureau is primarily interested in the inter- 
nal security of the United States. 

Sincerely yours, 


JOHN B . DOE 
Colonel, GSC 


XYZ/jRD:xyz (date dictated) 

Distribution: 

Orig. - Addressee 

1 - Admin. Files (yellow) 

1 - SOS 

1 - Chrono 


Typed on all carbons 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


Mr. William F. Schaub 
132 Old State Building 
Washington 25 , D. C. 

Dear Mr. Schaub: 

Reference is made to Mr. Miller’s recent discussion 
with Mr. Saunders relative to a change in the schedule of 
work hours for the Central Intelligence Agency. 

On the basis of experience during the last few months 
in conforming with the schedule of hours previously ap- 
proved by the Bureau of the Budget, it has been determined 
that a change in the schedule of hours from 8:30 A. M. to 
5:00 P. M. will be more practical and advantageous to the 
Agency. Also, a recent survey indicates that the employees 
of the Agency are overwhelmingly in favor of returning to 
these hours of duty. It is, therefore, requested that the 
hours of duty for this Agency be changed from 8:00 A. M. - 
4:30 P. M. to 8:30 A. M. - 5:00 P. M. on a permanent basis. 

Yours very truly, 


JOHN R. DOE 
Deputy Director 

XYz/jRD:xyz (date dictated) ) 

) 

Distribution: ) 

Orig. and 1 - Addressee ) Typed on all carbons, 

1 - Admin. Files (yellow) except on the "courtesy" 

2 - DD/A ) copy. 

1 - Comptroller ) 
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FOR Tiff n^ S mn^ CTI0NS F ° R THE PREPARATI °N OF CORRESPONDENCE 

TOR TUG oIGNATURE 01 TIIE DIRECTOR AND DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE 


Stationery 

Hie stationery used is that of the Director of Central Intel- 
ligence, or the Deputy Director of Central Intelligence. 

Number of Copies 


1. Original and 1 - Addressee, (if the addressee is a Government 
agency official or a Congressman. Do not 
send a "courtesy" copy to private individuals 
or organizations . ) 

2 - Signer. 

1 - Yellow. Admin. Files. (Top Secret material 
will not "be forwarded to Admin. Files. 
Therefore, if the material is TS, this 
line will read: 1-TSC . ) 

1 - For return to originating office 
(Example: AD/NE). 

Any additional copies as required for internal 

distribution. 


Date 


The date is omitted. 

Format 

The format is the same in all CIA correspondence. 
Complimentary Close 


SSf ££Ts S47 11 - 

Intelligence is signing, the complimentary close is "Sincerely yours." 
Signature 

the title is , Cen ' i ; ered in respect to the complimentary close, and 
the title is centered in respect to the name . Both are typed in 
lower case, initial caps. yP 
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Enclosures 

The enclosures are typed on the original and all cartons , 
following the same regulations as set forth for all CIA correspon- 
dence . 

Information Copies 

Information copies are indicated on all cartons retained in the 
Agency. However, if the dictator so desires , the notation may te 
made on the original and "courtesy" copy also. 

Distribution 

Distritution is noted on all cartons retained in the Agency. 
Classification 

The classification is stamped in accordance with the current 
CIA Security Regulations . 

Routing slips , receipts and envelopes 

Routing slips 

Prepare routing slips. Routing slips are prepared com- 
pletely. 

Receipts and envelopes 

Receipts and envelopes are prepared in accordance with 
the current CIA Security Regulations . 

All correspondence prepared for the signature of the 
Director of Central Intelligence or the Deputy Director of 
Central Intelligence, is to be complete with proper envelopes, 
addresses, room numbers, receipts, and if necessary, postage 
slips (Form No. 35-11). It is forwarded with all carbons and 
basic material to the Executive Registry, Administration Building. 


Top Secret Material i 

If the material is Top Secret, the TS number is typed in the 
upper right-hand corner on the original and all carbon copies. If 
the classification is below Top Secret, a number will be given by 
the Executive Registry upon its receipt of the correspondence. Also, 
if the classification of the correspondence is below Top Secret, no 
number other than the ER number should be on outgoing correspondence. 


- 32 - 





Approved For Release 2001/09/03 : CIA-RDP81-00728R0001001 10Q09-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 



CENTRAL INTELLIGENCE AGENCY 

WASHINGTON 25, D. C. 


OFFICE OP THE DIRECTOR 


Mr . John Doe 

1905 How Street, N.W. 

Washington 1 6 , D. C. 

Dear Mr. Doe: 

Here is a list of hooks on Mexico which we thought 
might he of interest to you. You have prohahly already 
read most of them hut there may he a few that you will 
find of value . 

It was a great pleasure talking with you last week 
and I hope that I will have the opportunity of meeting 
you again sometime in the future. 

With best personal regards, 


Sincerely, 


Enclosure 

0KR/W0L:xyz (date dictated) 

Distribution: 

2 - Signer 

1 - Admin. Files (yellow) 


Walter B . Smith 
Director 


) Typed on original and all carbons. 

) 

) 

) Typed on all carbons . 

) 

) 
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CENTRAL INTELLIGENCE AGENCY 

WASHINGTON 25, D. C. 

OFFICE OF DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE 


Mr. John Doe 

1905 Row Street, N.W. 

Washington l6, D. C. 

Dear Mr. Doe: 

Here is a list of hooks on Mexico which we thought 
might he of interest to you. You have probably already 
read most of them hut there may be a few that you will 
find of value. 

It was a great pleasure talking with you last week 
and I hope that I will have the opportunity of meeting 
you again sometime in the future . 

With best personal regards. 

Sincerely yours, 


Enclosure 

0RR/W0L:xyz (date dictated) 

Distribution: 

2 - Signer 

1 - Admin. Files (yellow) 


JOHN R. DOE 
Deputy Director 

) Typed on original and all carbons. 

) 

) 

) Typed on all carbons . 
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EXAMPLES OF ADDRESSES AND CLOSES 


ADDRESSEE 

LETTER ADDRESS 

SALUTATION AND CLOSE 

The President 

The President 

The White House 

Dear Mr. President: 

Respectfully yours, 

Secretary to 
the President 

The Honorable John Doe 
Secretary bo the 

President 

The White House 

Dear Mr. Doe: 

Sincerely yours, 

Secretary to 
the President 
with Military 

Rani-: 

Major General John Doe 
Secretary to the 

President 

The White House 

Dear General Doe: 

Sincerely yours. 

Director of the 

Bureau of the 

Budget 

The Honorable 

The Director of the 

Bureau of the Budget 
Bureau of the Budget 
Washington 25, D. C. 

Dear Mr, Doe: 

Sincerely yours. 

Secretaries of State, 
Defense, the Army, 
the Navy, the 

Air Force 

The Honorable 

The Secretary of Defense 
Department of Defense 
Washington 25, D. C. 

Dear Mr. Secretary: 

Sincerely yours, 

Secretaries of 
Treasury, Agricul- 
ture, Interior, 
Commerce, and Labor 

The Honorable 

The Secretary of Labor 
Department of Labor 
Washington 25, D. C. 

Dear Mr. Secretary: 

Sincerely yours, 

Head of Department 
of Justice 

The Honorable 

The Attorney General 
Department of Justice 
Washington 25, D. C. 

Dear Mr. Attorney 
General: 

Sincerely yours, 

Head of Post Office 
Department 

The Honorable 

The Postmaster General 

Post Office Department 
Washington 25, D. C. 

Dear Mr. Postmaster 
General: 

Sincerely yours, 
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Heads of: 

General Accounting 
Office 

Government Print- 
ing Office 

Library of 

Congress 

National Archives 

SALUTATION AND CLOSF 

The Honorable John Doe Dear Mr. Doe* 

Comptroller General 

General Accounting Office Sincerely yours. 

Public Printer 

Government Printing Office 

Librarian of Congress 

Library of Congress 

Archivist of the United States 

National Archives 

Washington 25, D. C. 

Head of Independent 
Office 

The Honorable John Doe 
Administrator, Federal 
Security Agency 
Washington 25, D. C. 

Dear Mr. Doe: 

Sincerely yours, 

Head of agency 
subordinate to 
department of inde- 
pendent office 

The Honorable John Doe 
Governor, Farm Credit 
Administration 

Department of Agriculture 
Washington 25, D. C. 

Dear Mr. Doe: 

Sincerely yours. 

President or 

Chairman of Board 
or Commission 

The Honorable John Doe 
President, Board of 
Commissioners of the 
District of Columbia 
Washington 25, D. C. 

Dear Mr. Doe: 

Sincerely yours. 

President of the 

Senate 

The Honorable John Doe 
President of the Senate 
Washington 25, D. C. 

Dear Mr. President: 

Sincerely yours, 

Committee Chairman 

United States 

Senate 

The Honorable John Doe 
Chairman, Committee on 
(name of committee) 

United States Senate 
Washington 25, D. C. 

Dear Senator Doe: 

Sincerely yours, 

Senator 

The Honorable John Doe 

United States Senate 
Washington 25, D. C. 

Dear Senator Doe: 

Sincerely yours. 
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ADDRESSEE 

LETTER ADDRESS 

SALUTATION AND CLOSE 

Speaker of the 

House of Repre- 
sentatives 

The Honorable John Doe 
Speaker of the House 
of Representatives 
Washington 25, D. C. 

Dear Mr. Speaker: 

Sincerely yours, 

Committee Chairman 

House of Representa- 
tives 

The Honorable John Doe 
Chairman, Committee on 
(name of committee) 
House of Representatives 
Washington 25, D. C. 

Dear Mr. Doe: 

Sincerely yours, 

R epr es entat ives 

The Honorable John Doe 
House of Representatives 
Washington 25, D. C. 

Dear Mr. Doe: 

Sincerely yours, 

The Chief Justice 

The Chief Justice 

The Supreme Court 
Washington 25, D. C. 

Dear Mr. Chief justice: 

Respectfully yours, 

Justice of the 

Supreme Court 

Mr. Justice John Doe 

The Supreme Court 
Washington 25, D. C. 

Dear Mr. Justice: 

Respectfully yours , 

An American 

Ambassador 

The Honorable John Doe 
American Ambassador 

London, England 

Dear Mr. Ambassador: 

Sincerely yours, 

An American 

Consul General, 

Consul or Vice 

Consul 

John Doe, Esquire 

American Consul General 
or American Consul, 
or American Vice Consul 
Paris, France 

Dear Mr. Doe: 

Sincerely yours, 

Army Officer 

(Title) John Doe, U.S.A. 
Department of the Army or 
Department of the Air Force 
Washington 25, D. C. 

Dear (Title) Doe: 

Sincerely yours, 

Navy Officer 

(Title) John Doe, U.S.N. 
Department of the Navy 
Washington 25, D. C. 

Dear (Title) Doe: 

Dear Mr. Doe: (below 
Commander in Rank) 



Sincerely yours, 
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ADDRESSEE 

LETTER ADDRESS 

SALUTATION AND CLOSE 

Governor of State 

The Honorable John Doe 
Governor of Wisconsin 
Madison, Wisconsin 

Dear Governor Doe: 

Sincerely yours, 

Mayor* 

The Honorable John Doe 
Mayor of Albany 

Albany, New York 

Dear Mayor Doe: 

Sincerely yours, 

Doctor,, President 
of a college or 

Dr. John Doe (Degree) 
President, (institution) 

Dear Dr. Doe: 

university 

(Street Address) 

(City, State) 

Sincerely yours, 

Dean of a school 

Dean John Doe 

School of Jurisprudence 

The University of Maine 
(City, State) 

Dear Dean Doe: 

Sincerely yours, 

Professor 

Professor John Doe 
(Name of School) 

(Street Address) 

(City, State) 

Dear Professor Doe: 

Sincerely yours, 

Physician 

Dr. John Doe 
(Street Address) 

(City, State) 

Dear Dr . Doe : 

Sincerely yours, 

Lawyer 

Mr . John Doe 
(Street Address) 

(City, State) 

Dear Mr. Doe: 

Sincerely yours. 

Corporation 

(Name of Company), Inc. 
(Street Address) 

(City, State) 

Gentlemen: 

Sincerely yours, 
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ADDRESSEE 

LETTER ADDRESS 

SALUTATION AND CLOSE 

Clergymen: 



Catholic Cardinal 

His Eminence 

John Cardinal Doe 

Your Eminence: 

Catholic Archbishop 
and Bishop 

The Most Reverend 

John Doe 

Most Feverend Sir: 

Catholic Monsignor 

The Right (or Very) 
Reverend Monsignor 

John Doe 

Monf ignor : 

Catholic Priest 

The Reverend John Doe 

R ,'vereni Sir : 

Protestant Episcopal 
Bishop 

The Right Reverend John 

Doe 

(ight Reverend Sir: 

Protestant Episcopal 

Dean 

The Very Reverend John 

Doe 

Very Reverend Sir: 

Other Clergymen 

The Reverend John Doe 

Reverend Sir: 

Jewish Rabbi 

Rabbi John Doe, or 

The Reverend John Doe 

Sir: 



Respectfully yours, 

Other Civilians 

Mr . John Doe 

Mrs . John Doe 

Miss Jane Doe 

Messrs, (full names) 

Me s dames (full names) 
Misses (full names) 

(Street Address) 

(City, State) 

Dear Mr . Doe : 

Dear Mrs . Doe: 

Dear Miss Doe: 
Gentlemen: 

Dear Me s dames: 

Dear Mesdames: 

Sincerely yours, 
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DEFINITIONS 


Advice, advise 


Affect, effect 


Better, best 


- Advice is a noun meaning counsel or 
suggestion. Advise is a verb meaning to 
give counsel or guidance or suggestion. 

- Affect is a verb meaning to influence. 
Effect (verb) means to bring to pass or to 
accomplish. Effect (noun) means result. 

- Say the better of two things, the best of 
three or more . 


Buck slip 
Capital, capitol 


Chain envelope 


Consul, council, and counsel 


Continual, continuous 


Courtesy copy 


Effect 


- Official routing slip. 

- Capital as a noun means principal sum, 
wealth in general, a principal city; as 
an adjective it means excellent, chief, 
leading, admirable. Capitol is the 
official building of a state or country; 
a statehouse. When capitalized, it means 
the building occupied by the Congress of 
the United States at Washington. 

- A chain envelope is an envelope properly 
lined so that it may be routed from office 
to office by courier or messenger. It is 
for internal use only, and may carry docu- 
ments classified from restricted through 
secret . This envelope effects economy as 
it may be used many times . 

- A consul is an official representing a 
government in foreign countries. A council 
is a meeting or conference or consultation. 
Counsel is advice or an adviser, usually in 
legal matters . 

- Continual means repeated in regular succes- 
sion. Continuous means continuing without 
interruption . 

- The extra copy of a memorandum or letter 
accompanying the original. 

- See affect. 


Farther, further 


- Farther refers to distance; further to 
time, quantity, or degree. 
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DEFINITIONS - Continued 


- Imply means to intimate a meaning not 
expressed. Infer means to reach a conclu- 
sion or make a deduction. 

- Both are correct as the plural of index. 

- Between CIA and other departments or 
agencies of the Government. 

- Between offices of CIA. 

- Lay means to place or put; lie means to 
recline, to remain inactive. The principal 
parts of lay are lay, laid, laid; the 
principal parts of lie are lie, lay, lain. 

Lend, loan - Lend is a verb. Loan is a noun. 

Principal, principle - Principal means chief, leader, or invested 

capital. As an adjective it means the 
highest in rank or importance . Principle 
is a noun only. It means truth, "belief, 
policy . 

Regulations and Notices - The official CIA publications. 

Reproduction - The Reproduction Division where all 

duplicating work is done. 

Shall, will - To indicate simple futurity, use shall with 

the first person, and will with the second 
and third persons . 

To express determination, promise, or voli- 
tion, use will with the first person and 
shall with the second and third persons . 

As, 

Futurity, 

Use shall with I and we 
Use will with all other subjects 
Determination, etc . : 

Use will with I and we 

Use shall with all other subjects 

Should, would - Follow the same rules as those that govern 

shall and will. 

Sit, set - Sit means to seat or to rest. Its principal 

parts are sit, sat, sat. Set means to place 
in position; to cause to sit. Its parts are 
set, set, set. 


Imply, infer 

Indexes, indices 
Inter-Agency 

Intra-Agency 
Lay, lie 
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LIST OF COMMONLY USED GOVERNMENT ABBREVIATIONS 


I AC 

NSC 

JCS 

JIG 

A EC 

JIC 

USAF 

BJSM 

CIA 

GSUSA 

AC/S, G-l 

AC/S, G-2 
AC/s } G-3 

AC/s, G-4 

MATS 

MSTS 

MB 

MEW 

NSRB 

NWC 

EOD 

COB 

PL ' 

HIS 

37-3 

t/o 


- Intelligence Advisory Committee 

- National Security Council 

- Joint Chiefs of Staff 

- Joint Intelligence Group 

- Atomic Energy Commission 

- Joint Intelligence Committee 

- United States Air Force 

- British Joint Services Mission 

- Central Intelligence Agency 

- General Staff, U. S. Army 

- Office of the Assistant Chief of Staff 

- Office of the Assistant Chief of Staff 

- Office of the Assistant Chief of Staff 

- Office of the Assistant Chief of Staff 

- Military Air Transport Service 

- Military Sea Transport Service 

- Munitions Board 

- Military District of Washington 

- National Security Resources Board 

- National War College 

- Entered on Duty 

- Close of Business 

- Public Law 

- Personal History Statement (form) 

- Personnel Action Request (form) 

- Table of Organization 
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LIST OF COMMONLY USED GOVERNMENT ABBREV IAT IONS - Continued j 

IBM - International Business Machines j 

T&A - Time and Attendance ( reports ) 

I 

PRC - Project Review Committee 1 

i 

Note: When any of the above, or similar abbreviations are to be used * 

in text, you must first write them out fully and follow with J 

the accepted abbreviations in parentheses. Further reference S 

may then be made by using only the abbreviations. 


i 

i 

1 

i 

! 

I 

I 

I 

1 
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CONFIDENTIAL 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 


25X1 A 


NOTICE 


SUBJECT: Use of Overtime and Sick Leave 


16 April 1952 


1. Tiie amount of sick leave taken by CIA personnel is h:L~h. ThxS 
may be caused by adverse working conditions, such as crowded offices 
poor ventiiation, etc., or by continuous overtime. Frequent leaves of 
short duration not requiring a doctor* s certificate would indicate that 
there may be an abuse of sick leave regulations. 

„„ , 2 ' The a “ oun ^ of overtime worked is also very high. While overtime 
®fVV^ 4u . ire ? and JU3tifled under unusual conditions, it is important 
that it he kept to a minimum. Mot only does it increase operational costs 
out continuous and excessive overtime reduces employee productivity. 

3. CIA Regulation No.| 
visors . It provides that: 


| is called to the attention of all 


5uper- 


'(l) Overtime shall be kept to a minimum throughout the 

Agency with emphasis being placed upon full utilization 
oi the normal cfiicial working hours of each employee. 

(2) Overtime will not be authorised except in those cases 
essential to meet emergency requirements and where it 

can be demonstrated that normal working hours are insufficient. 

(3) Office heads are charged with the personal responsibility 
ior control and continued examination of overtime require- 
ments to insure the effective application of this policy." 

V . ■^ ces i si 've overtime and the abuse of sick leave privileges affects 
le general eif^ciency of an office. To insure proper administration of 
ef ' ,L laS * a P roce ^ ure is being developed for the periodic tabulation 

mu ovex ^ nie an( ^ Slc ^ -^ eave i° r each employee and a summary report prepared 
These reports will be reviewed by higher staff authority before being for-’ 
warded to the proper supervisors for appropriate action where there as an 
indication of abuse. 


FOR THE DIRECTOR OF CENTRAL INTELLIGE 



WALTER REID WOLF/ 
Deputy Director* 
(Administration ) 
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CONFIDENTIAL 

i 

Exctcuiivo ftoyiolry 

SECURITY INFORMATION 



MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: Study of Sick Leave and Overtime Status 


DISCUSSION: 

Reference to the above subject the folloYjing comment is made. 

While the record of sick leave taken and overtime worked by CIA employees 
appears to indicate seme abuse of this matter it would be difficult 
after the employee has returned to work to prove such abuse. The most 
practical approach to the subject appears to be to take action to stop 
the abuses in the future. The best deterrent for abuses of this kind 
is for supervisors to review attendance cards and question those em- 
ployees having bad sick leave records. Where answers are not convincing 
the employee should be warned that a continuance of frequent absences 
of this nature will be given consideration in rating the individuals 
efficiency. The fact that such records are being checked will have 
a very salutary effect on the individual’s tendency to take advantage 
of the sick leave regulations. 

Reference t he matter o f overtime* the regulations on this subject 
read as follows: JHHHI W The normal official working hours for 
all activitxe^^Tne Agency are from 0830 hours to 1700 hours 
Monday through Saturday. Office heads shall schedule Saturday 
duty for only those employees necessary to meet the requirements 
of their respective Offices.’ 1 

I (^) Overtime shall be kept to a minimum through- 
out the Agency with emphasis being placed upon full utiliza- 
tion of the normal official working hours of each employee. 

(2) Overtime will not be authorized except in 
those cases essential to meet emergency requirements and where 
it can be demonstrated that normal working hours are insuffi- 
cient. 

(3) Office heads are charged with the personal 
responsibility for control and continued examination of over- 
time requirement to insure the effective application of this 
policy. !t 

Existing regulations require supervisors to submit a request to 
work overtime to the Comptroller for approval in advance. A spot exam- 
ination of some of these requests show that one of the main reasons 
cited for th e overtime is the existing policy listed in CIA Manual Regu- 
9HHHIH announcing that the normal work week includes Saturday. . A 


G01IBEHHL 
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major reason given in most of the other requests is that the office is 
understaffed and until additional personnel to carry their normal work 
load is employed, overtime is necessary. In view of these two major 
factors it is difficult bo determine whether there is a real abuse of 
overtime within the Agency without questioning the basis upon which 
these requests are made. Whether it is necessary to go to this extent 
to determine abuses is questionable. Investigation of what abuses have 
occurred, if any, can only be time consuming and raise numerous incon- 
clusive arguments. It would appear advisable that instead of review 
of past records that we adopt some procedure for curtailing abuses in 
the future. To accomplish this, it is necessary that some procedure 
be adopted which will impell supervisors to exercise a closer super- 
vision over overtime. It is believed that the following will accom- 
plish this desired result. 

A procedure is now being developed using IBM equipment whereby 
a record of overtime and sick leave mil be tabulated periodically for 
each individual and a summary report made. Tins report will be reviewed 
by the Comptroller for the affect overtime has on funds available and 
by the person in charge of personnel of the operating offices for 
management purposes prior to being furnished to the supervisors. The 
fact that such a record is being maintained and will be reviewed at 
a higher staff level before submission to supervisors will, in the 
opinion of the undersigned, accomplish the immediate desired results 
of holding sick leave and overtime to actual requirements. 


RECaiMENDATION: 

It is recommended that a memorandum reading substantially as per 
the attached draft be published. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C k 


NOTICE 


15 April 1952 


SIJBJUCT: Additional Withholding ox 1 Tax from Salaries upon Request 
of Employees . 

1. Numerous employees have found that withholding of raxes from 
salary, based on the total number of exemptions to "which they are en- 
titled, does not deduct enough to satisfy their over -ail income tax 
payment. The re foie, on recompu.tation at the end of the year, they find 
they are compelled to make a final cash payment . 


2. For those who wish to avoid this situation,, it is now possible 
to request that additional withholding of income tax be made by the 
Payroll Branch. This may be done by filing a revised kuna W-4 (Employee 1 s 
Withholding Exemption Certificate), which will indicate the basis for the 
increased deduction. Thus if an employee is entitled to a maximum of four 
exemptions, he may request the Payroll Branch to compute the withholding 
on the basis of 3. *2, 1 or 0 exemptions , thereby increasing the tax deduction 
accordingly. In those instances where the zero exempt ion will not provide 
sufficient tax deduction, the employee nay insert in Column 2(c) of Form 
W-4 tl.j notation "zero plua $5.00" (or $10.00 or any other multiple of 
$ 5 - 00 ) . 


"‘•'•■I 

IP|25X1A 

W 


3. Form W-4 should be obtained through Administrative Officers of 
the employee's office and should be forwarded through such Administrative 
Officers to the appropriate Payroll Branch of the Finance or Fiscal Division 



25X1 A 


DISTRIBUTION NO. 4 


RESTRICTED 

Security Information 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 

, , d-zs-oots 


SECURirV IftfOK&MTJON 


r . d f 




2 April 1952 


MEMORANDUM FOR; Deputy Director (Administration) 

FROM : Comptroller 

SUBJECT : Additional Withholding of Tax from Salaries 

Upon Agreement by Employer and Employee 


!• Attached hereto as Tab-A is Bureau of the Budget 
Circular No. A-26 which provides that employees may have 
additional tax withheld from their salaries by decreasing 
the number of exemptions claimed for tax withholding purposes, 
and by having additional deductions made in multiples of #5.00 
per pay period. 

2. Attached as Tab-B is a proposed Agency notice setting 
forth the provisions of Circular A-26 and advising employees 
how they may request additional tax withholdings from their 
salaries. 

3* It is recommended that Tab-B be approved for publi- 
cation and release. 

25X1 A 


E. R. SAUNDERS 

Attachments 
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EXECUTIVE OFFICE OF THE PRESIDENT 
BUREAU OF THE BUDGET 

WASHINGTON 2S. D. C. 


March 2 5, 1952 


CIRCULAR NO. A-26 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 

SUBJECT: Additional withholding of tax on wages upon agreement 

by employer and employee (Section 1622 of Title 26. 
United States Code) 


The Commissioner of Internal Revenue, with the approval of the 

March 7, 1952, prescribed regulations 
,° r , the a dditional withholding of income tax, as authorized by law 
(Federal Register, March 8, 1952, 17 F. R. 201*5). V 

, f 11 . °f^ er “° utilize pay tables to the maximum extent possible 

and minimize separate computations in pay roll and audit work, it is 

tha ^ tho following policy be adopted when additional 
withholding of tax is involved. 


1. Except as provided in paragraph 2, the amount of tax 
presently withheld plus the additional amount requested 
to be withheld each pay period shall conform to one of 
the amounts shown in the tax withholding tables as set 
forth fr. Section 1622 of Title 26 of the United States 
Code. In other words, if an employee now has three 
exemptions, he may request that an amount be withheld 
equivalent to ” 2, " ”1" or l, 0 n exemptions. 

2. In those cases where withholding is requested in excess 
of the amount provided by the »0" exemption, such excess 
amount shall be $5 or multiples thereof for employees 
paid on a biweekly or less frequent basis and $2 or 
multiples thereof for employees paid on a weekly basis. 

By direction of the President: 


fREDERICK J. LAWTON 
Director 


(Ne. A-26) 
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» on n w-i 
oittviHiul U«(otit>r lu-18) 

U. 8. Treasury Do purl men t 
lntaruul Revenue Service 

Print .full name 


Print home address ... 


EMPLOYEE’S WITHHOLDING EXEMPTION CERTIFICATE 

(Collection of Income Tax at Source on Wages) 

- Social Security No. ... 


Employer: Keep lltln 
certificate In your 
men. 


File This Form With Your Employer. 


Otherwise, he is required by law to w'" J .hold tax from your wages without exemption. 
HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS 

I. If you are Single, write the figure “1" _____ 

II. If you are Married, one exemption is allowed for the husband and one exemption for the wife. 


III. Additional exemptions for age and blindness : 

(o) If you or your wife will be 65 years of age or older at the end of the year, and you claim this 
exemption, write the figure “1”; if both will be 65 or older, and you claim both of these 
exemptions, write the figure “2” 

(b) If you or your wife are blind, and you claim this exemption, write the figure “1”; if both are 
blind, and you claim both of these exemptions, write the figure “2” ........ 

IV ‘ If ^ ri "?^ he 4 .L year y ?. u wi P pr ? vi j le mo , re than one-half of the support of persons closely related to 
you, write the number of such dependents. (See instruction 3 on other side.) ....... 

— Add thc number °f exemptions which you have claimed above and write the total 

I CERTIFY that the number of withholding exemptions claimed on this certificate does not exceed the number to which I am entitled. 

,194... c9 _ J() _ B . 17]7 _ 2 (Signature) 
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1. NEW EMPLOYEES. — To receive the benefit of your 
withholding exemptions, file a withholding exemption certifi- 
cate with your employer on or before beginning work. How- 
ever, if you have more than one employer, it may be to your 
advantage to claim withholding exemptions with only one 
employer, in order to keep your tax currently paid. 

2. CHANGES IN EXEMPTIONS. — You may file a new 
certificate at any time if the number of your exemptions 
Increases. 

You must file a new certificate within 10 days if the number 
of your exemptions Decueases for any of the following 
reasons: 

(а) Your wife (or husband) for whom you have been 
claiming exemption is divorced or legally separated, or claims 
her (or his) own exemption on a separate certificate. 

(б) The support of a dependent for whom you claimed 
exemption is taken over by someone else, so that you no longer 
expect to furnish more than half the support for the year. 

(c) You find that a dependent for whom you claimed 
exemption will receive $500 or more of income of his own 
during the year. 

OTHER DECREASES in exemption, such as the death 
of a wife or a dependent, do not afieet your withholding until 
the next year, but require the filing of new certificates by 
December 1 of the year in which they occur. 

U. S. GOVERNMENT PRINTING OFFICE: 


For further information about changes in exemption 
resulting from marriage, divorce, legal separation, birth, death, 
new dependents, old age, blindness, etc., consult your local 
collector of internal revenue or your employer. 

3. DEPENDENTS. — To qualify as your dependent (line IV 
on other side), a person must (1) receive more than one-half 
of his or her support from you for the year, (2) have less than 
$500 of income of his or her own during the year, and (3) be 
closely related to you. “Closely related' 1 means that the 
person is — 

Your son or daughter (including legally adopted children), 
or their descendants; stepson, stepdaughter, son-in-law, 
or daughter-in-law; 

Your father, mother, or ancestor of either; stepfather, 
stepmother, father-in-law, or mother-in-law; 

Your brother, sister, stepbrother, stepsister, half brother,' 
half sister, brother-in-law, or sister-in-law; 

Your uncle, aunt, nephew, or niece (but not if related 
only by marriage). 

Do not claim a citizen of a foreign country as a dependent 
unless he or she is a resident of the United States, Canada, or 
Mexico. 

4. PENALTIES.-— Penalties are imposed for willfully sup- 
plying false information or willful failure to supply informa- 
tion which would reduce the withholding exemption. 

1948-0-007949 cB-10— M717-2 
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RESTRICTED 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 

SUBJECT: Addressing of Inter-Office Mail 


l4 April 1952 


||l 

Mm 

M : 525X1 A 


1. Reports received from the Mail Control Section reveal that 
the courier-messenger service is experiencing difficulties in tne de- 
livery of interoffice mail due to insufficient or incorrect addressing. 

2. Personnel responsible for the preparation 01 mail and package 
material should provide the following information in tne preparation ui 
each address: 


a. Office of Origin. 

b. Office Designation of Addressee (position title or 
name may be added if desired). 

c. Building Designation. 

d. Room Number. 

3 . In the few instances where it is necessary to expedite delivery, 
the envelope or package may be marked "Direct Delivery or Deliver to 
Addressee"; in addition to information required in paragraph 2, above. 

4. In the future mail or package material not addressed pursuant to 
these instructions will be returned to the office of origin for completion 
or correction. 



WALTER REID WOLF / 
Deputy Director » 
(Administration) 
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CONFIDENTIAL 
Sec urity Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 



NOTICE 


10 April 1952 


SUBJECT: Wearing of Uniform by Military Personnel in the 
Washington Area . 


Wearing of the uniform in the Washington area by military personnel 


on duty with CIA shall be optional, except that Assistant Directors or 
Office heads .may direct that individuals shall not wear their uniforms 


while engaged in specific and unusual missions which, for security or 
other reasons, would make wearing of the uniform inappropriate. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


WALTER REID WOLF/ 
Deputy Director ' 
(Administration) 
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AR-D-0li3 


29 March 19i?2 


MEMORANDUM FOR: 



1, From your notation to Colonel Edwards on the buck slip 
I assume that you are han dlin g this, 

2 • My thoughts are these: 

a, The Chief, Military Personnel Division, should 
not have issued a memorandum to the Chiefs of 
Divisions, Eranches, and Offices on such a con- 
troversial subject, 

b, The policy should be clearly established and 
spelled out in an Agency Notice, 

c, I concur with the principles expressed in Colonel 
Edwards 1 memorandum* 

3# Would you please follow this through and prepare a draft 
Notice. Please expedite 0 


L. K. WHITE 


2 Att. 

Att 1 - Memo dtd 27 Mar $ 2 fr Sec Off 
to DD/A thru Col White, sub: 
,r Wearing of Uniform by Mil Pers. ,f 
Att 2 - Memo dtd 21 Mar $2 to DD/A fr 

AD/PC thru DD/P, same sub, w/att. 
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Office Memorandum • united states government 


STANDARD I'ORM NO. 04 


'TO s Deputy Director (Administration) 

ATTN; Colonel White 
from : Security Office r/CIA 

SUBJECT: Wearing of Uniform by Military Personnel 
Reference: Attached Memo from ADPC 


DATE: 27 March 1952 


1. There is no over-riding security reason to prevent military personnel 
who are assigned to CIA in Washington from wearing uniforms. There will be 
occasions when military personnel should not wear the uni form, such as a case 

There be a few 

cases even in Washington where certain military personnel should not wear the 
uniform habitually for both policy and securi 



2. I feel strongly that military personnel are still "soldiers” whether or 
not they are assigned to CIA and will jolly well do what they are ordered to. 
There is no problem in the case of military officers as they buy their uniforms 
anyway and civilian clothes are far less expensive. It is acknowledged that en- 
listed men who can not wear the uniform for security reasons should be given 
an allowance for civilian clothing. 



25X1A 


Colonel, GSC 


r,r 

'i :) 


\ ■» 


r nt 
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fiWiiBSTIM. 


SECURITY INFORMATiOH 


I Kxoc nttvo Bofflpfrv 


MAR 2 ! 1952 


MEMORANDUM FOR: DEPUTY DlKibTGR (ADMINISTRATOR) 

THROUGH: Deputy Director (Plans) 

SUBJECT: '(Tearing of the Uniform by Military Personnel 


fro. lib S2**SC““ “ i " Vit, ’ d t0 the «■>»“*<» 

2." The subject memorandum fails to establish definitely a 
policy i or the wearing of the uniform by military personnel and 
implies that civilian clothes are to be worn due to security 
reasons. J 


3. In order to comply with this memorandum, military- 
personnel purchase civilian clothing which they would not require 
under normal circumstances. This means additional expense and 
may adversely affect the morale of military personnel. Nor need 
security be violated by the appearance of military men in Head- 
quarters m Washington# 


h* It is therefore requested that the 
be made optional for all military personnel 
statement to that effect published. 


wearing of the uniform 
and a firm policy 



Assistant Director for 
Policy Coordination 


1 Attachment 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 


NOTICE 


SUBJECT: Shuttle Service 


IS April 1952 


1. ' The existing shuttle schedule between CIA buildings and 
the Pentagon is rescinded effective close of business Monday. 

April 1952. 

2. The new schedule to be effective Tuesday, 15 April 1952 
will provide service every ten (10) minutes between North Building 
and Quarters "Eye”, and change the route of operation between these 
points . Busses will operate South Bound via Constitution Avenue to 
17 th Street thence via rear of Buildings "I", "J", "K" and "L" to 
Memorial Circle thence to Quarters "Eye". There will be no change 
111 the route returning from Quarters "Eye" to North Building. 

;j. The busses between "L" Building stop at Memorial Circle 
and the Pentagon will continue to operate every fifteen (j-5) minutes. 

4. The new schedule will be distributed separately. 



(Administration) 
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SECRET 

Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 



SUBJECT: Requisition Procedure 


9 April 1952 


1. Requisitions for supplies, equipment and services, (other 
than those provided b;, Administrative Service), will he prepared 

in acc ordance wit h the attached procedure, which will be incorporated 
in the of the CIA Manual at a later date. 

2. This procedure supersedes instructions contained in Paragraphs 

A and B, Part III, on page iv of the Office Supply and Equipment Catalog. 

3. The Procurement Office (Control Group) Ext. 3^91 j may he con- 
tacted for any assistance or additional information which may 'be re- 
quired. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



( Admini s t r a t i on ) 
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SECRET 

Security Information 


REQUISITION PROCEDURE 
SECTION I 

Operational Material 
1. Preparation of Requisitions' 

(o.) Heq.ui8iti.ons for equipment, supplies and services (other than 

ReauL^’° V r d by f / ldm ^ iKtrrttive Service) will be prepared or. 
Requisition i’or.n Ho. 36 - 125 , "Master Ditto", by the' requesting 

nar i° e * 1 carDon ccw " ue stained ty the requesting office 

( Control r Group ) . co ^ *» Procurement Office 

{h) I 6 PrepEred for a “ h Supply Stock account, 

different itS / ^e catalog, a separate requisition for each 

SuSlei Sedicu? ^ y -' 1 ; e -' 0rdnance Supplies, Quartermaster 
ppX ,J ' Medlcal ^applies, Communications Supplies, etc. 

(e) Item numbers for each requisition will be run consecutively for all 
items covered under one shipment or delivery. 

(d) ff C ^ri^, U Jf iti0 r Vil1 b ® assi « ned a requisition number at the time 

fitter ^ 10 m T a h 100 ^ of numb,trB provided the requesting office 
ttS listed in the Voucher Register. ° Wllice 


(e) Jronff tl0I1 H Wil1 b ® fonrarded t0 the Procurement Office (Control 

Group) via the necessary approving Offices in accordance wUh existing 

¥Wh *»*» »• 36-4 tor S |.ip»°t) i‘ * 

necessiSf n ? tu ? f eyeilt thfi nature of the material does not 
necessitate the classification of the requisition, no classification 

the oac4n ™ f' e ° h ‘ M1 classif - ied information relative to 
pi J consignee, method of shipment, etc., will 

be fined m on form Ho. 3 6-4. Upon receipt of Who. 3 6~4 and 

Chic-f o, ° f CR S b '° Wumfaer > one be transmitted to the 

Uiicf, shipping Branch, Transportation Division, administrative 
Services, by the Procurement Office. 

Voucher Registers 

Pre -printed Voucher Registers (loose leaf type) will be maintained by: 

(a) Each requisitioning officer for numbers applicable to his Office. 

Ms h 0 ffice y St0 ° k ACC0Untable 0fficer for Requisitions handled by 

(c) Control Group, Procurement Office, for all requisitions. 


- 1 - 
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SECRET 


Security Information 

.Requisition numbers for Supply Stock .accounts will be recorded 
as a credit or debit voucher to the Supply Stock account in the 
Vo u c he r Re g is ter’. 

Property Transfers 

Property Transfers and/or property record adjustments may be made 
by the use of a requisition number for the voucher number , to be 
assigned by each action office from the block of numbers aval Idol 
from the Voucher Register. 


- 2 - 
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JACKET 

Security Information 
SECTION II 
Domestic Material 
Preparation of Requisitions 

Requisitions for equipment, supplies and services (other than those 
supplied by Administrative Services) will be prepared on Fom No. 36-7* 
regular or master ditto, by the requesting office ; as follows: 

(a) For supplies in the Supply Stock Account Catalogs: 

Separate requisitions will be prepared on the regular Form No. 36-7 
in the number of copies outlined below and forwarded by the Building 
Accountable Officer to the Supply Stock Account,, unless nature of 
the material requires prior approval as indicated in paragraph 1 (c ) , 
below. One copy of each requisition issued will be forwarded direct 
to the Control Group, Procurement Office, for filing in the chrono- 
logical file. 

Supply Stock Account #1 - Original and 6 copies 
Supply Stock Account #2, 3 and 6 - Original and 2 copies 
Supply Stock Account jfk - Original and 4 copies 
Supply Stock Account $5 « Original and 3 copies 

(The above is accomplished by Building Accountable Officers where 
they have been installed . ) 

(b) For supplies or services which require Purchase or Contract Action: 

Requisitions will be prepared on Form No. 36-125 "Master Ditto” by 
the requesting office and forwarded to the Procurement Office 
(Control Group) via the Building Accountable Officer for action, 
except as specified in 1 (c ), below. A carbon copy will be retained 
by the Building Accountable Officer to hold in suspense pending 
receipt of a reproduced copy to be returned by Procurement Office 
(Control Group). A separate requisition will be prepared for each 
major commodity, i . e . , Communications Supplies, Photographic Supplies, 
Household Supplies, Office Supplies, Ordnance Supplies, etc. 

(c) Requisitions for the following types of materials must be forwarded 
through the Office as indicated below for approval prior to the 
issuance of material by the Supply Stock Account: 

Class “A” ”B" Furniture - Chief, Procurement Office 
Ordnance Supplies and Equipment - Chief, Procurement Office 
Surveillance Equipment - Assistant Director for Special Operations 

(Attn. Chief, 0AD) 

Communications Supplies and Equipment - Director of Communications 
Medical Supplies and Equipment - Chief, Medical Staff 
Business Equipment and Machines which - Advisor for Management 
have not been previously approved for 
General Agency use. 

-3- 
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SECRET 

Security Information 


(d) Each requisition will be assigned a requisition number at the 
time of origination from a block of numbers provided the 
Building Accountable Officer as listed in the Voucher Register 

Voucher Registers and Property Transfers . 

Same as paragraphs 2 and 3 , Section I. 


SECRET 

Security Information 
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25X1A 


PROJECT REVIEW COMMITTEE PROCEDURES MEMO&IOTtM NO . 2 


SUBJECT: Submission of projects -for PRC consideration. 


REFERENCE CIA 

b.: Project Review Committee Procedures, dated 15 May 1951 , 
issued ever the signature of DDCI . 

1. The procedural and presentation requirements of reference (b) 

are intended primarily to assure the PRC of sufficient information 
to judge the following basic questions: 


a. P olicy 

(1) Does this .prefect profitably contribute to the accomplish- 
ment of a previously -approved policy. and program objective; 
or, 

(2) If approval of the project is, in effect, authorization 
of a new policy and program objective, (a) have others 
concerned,, within or outside CIA been sufficiently 
consulted? And (b)is approval now justified as a 
matter of policy? 

b . Support 

(1) Does the project presentation affirmatively show that 
adequate support plans are tentatively established and 
ready for execution upon approval of the project? or, 

(2) If the project presentatinn shows in detail the prospect 
of support deficiencies which subordinate planning has 
been unable to provide for, what CIA action, if any, is 
possible to cover such deficiencies? 

2. To insure as fully as possible that PRC may determine these 
questions without further DCI level staff analysis and action, 
the office submitting the project is requested to cover each 
.project submitted with a memorandum brief (maximum 2 pages) 
setting forth the following: 

a. Policy 

(l) A brief statement of the nature and extent of policy 
and program approval relied upon as authorization fer 
the detailed action proposed in this project. 


SECRET 
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SiSCBE'J? 


( 2 ) Alternatively, in the case in which such prior policy 
and program approval has not been established/ a clear 
statement of the policy and program objective which will 
be established by approval. of this project and a state- 
ment of the coordination which has been obtained con- 
cerning such objective. 

(3) ei th e r cage, a brief statement showing how this oroject 
target and the proposed operational detail will contribute 
profitably to such general policy and program purpose. 

b . Suppo rt 


( 1 ) 


A summary statement showing logistic support requirements 
of men, money, materiel, and support facilities, as well 
as operational support facilities and services such as 
cover, communication, 0?SS, etc., in quantity and phasing 
required for this project. 


( 2 ) Affirmation that operational support and facility re- 
quirements have been developed, in consultation with 
the staff and service elements concerned, and are 
assured in accordance with the operational uhasinp of 
the project. 


(3) Affirmation that the logistic support requirements have 
been ^planned, for, in consultation as necessary with CIA 
service elements, and are assured in accordance 
with the operational phasing of the project. 

(*0 As an alternative to (2) or ( 3 ) preceding, the presentation 
may state why it has been impossible to plan assured 
operational support or logistic support reciting further 
action required from PEC, and reciting any reasons of 
unusual urgency which justify PRC action in tills respect. 

c. Coordination 


A brief statement as to the coordination which has 
accomplished with other offices within the Agency 
persons or offices outside of the Agency. ‘ 


been 
or with 


- 2 - 
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The Record j.n& Secretory of the PRC will return without action all 
project submissions which do not comply with the requirements of 
this memorandum. 
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25X1A 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 

NOTICE 

SUBJECT: Leave on Good Friday# 


7 April 1952 


The Director desires that all employees who wish to attend 
religious services on Good Friday, 11 April 1^2, be permitted to 
do oO, to the extent commensurate with meeting essential operational 
requirements. Supervisors will arrange worlt schedules to permit the 
maximum number of employees to he absent. Absence during working 
hours .tor this purpose will be charged to annual leave. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1A 


Deputy Director 
(Administration) 

DISTRIBUTION NO. 1). 
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Jt Hftgf sir? 


1 

st - o - c y 7 j - 


THE WHITE HOUSE ‘ / 

WAS H I N G TO N / 


April k> 1952 ' 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES: 

A Committee serving under the Chairmanship of 
Reverend Dr, Charles W. Lowry Is working to secure volun- 
tary cooperation of employers by permitting employees to 
participate in observance of the three hours from twelve 
noon to three o’clock on Good Friday, 

It is suggested that government departments and 
agencies cooperate with this effort over the Nation by 
permitting employees in both the departmental and field 
service to be absent on annual leave so far as practicable 
in all cases where the employees desire to attend religious 


services. 


£ 7 ^** // <//+- 

DONALD S. DAWSON 
Administrative A' distant 
to the Presix.unt 
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25X1A 

25X1A 
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RESTRICTED 
Sec uri ty Information 

CENTRAL INTELLIGENCE AGENCY 
Was lung ton j D. C. 


SUBJECT: Political Activity of CIA Personnel 


2 April 1952 


1. This being a Presidential election year, all CIA personnel 
should bear in mind the provisions of the Hatch Act restricting political 
activity by employees of the Executive Branch of the Federal Government. 


2. Under the Hatch Act, employees of this Agency may not 

a. Use official authority or influence for the purpose of 
interfering with an election or affecting its results. 

b. Take an active part in political management or in a 


political campaign. 

3. For guidance in a specific case, employee a should consult the 
pamphlet prepared by the United States Civil Service Commission entitled, 
“Political Activity of Federal Officers and Employees", copies of which 
have been furnished to Deputy Directors, Assistant Directors, and Office 
heads. If any employee is unable to find the answer to his specific 
question in this pamphlet, ho should consult the Office cf the General 
Counsel, Extension 


4 . All personnel are reminded of the provisions of CIA Regulation 
which requires the prior security clearance of publications or 


speeches . 


25X1A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Deputy D . 1 . re e t o n 
( Admini s t rat ion ) 


DISTRIBUTION NO. 3 


RESTRICTED 
Security Information 
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2 April 1952 


MEMORANDUM FOR; Deputy Directors 

Assistant Directors 
Office Heads 


Bel erring to the attached Notice, there is transmitted 
herewith a copy of the Civil Service Commission pamphlet, "Political 
Activity of Federal Officers and Employees," 


Enclosure: 


1 pamphlet 
CIA Notice No. 



DISTRIBUTION NO* 1 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


STANDARD FORM NO. 0<t 


O - O 3 t, 4- 


Office Memorandum • 


UNITED STATES GOVERNMENT 


TO : add/a DATE: 25 March 1952 

from : Office of General Counsel 
subject: Hatch Act 


!• Following our conversation of yesterday, I have prepared a 
brief notice referring employees to the pamphlet of the Civil Service 
Commission. 

2. I have asked a member of the Commission's legal staff to 
send me a hundred copies of this pamphlet so that it may be distri- 
buted through the division level. 

25X1 A 



0GC/ JFBM, JK/mb 

Distribution: 

Grig - Add 
2 - 0GC 

Enclosure : 

Notice on Hatch Act 
C.S.C. Pamphlet No. 20 
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STANDARD FORM NO. Hi (P T FI) B "i 

min iMFo'RSsaajH 

UNITED STATES GOVERNMENT 



TO s Chief, Organization and Methods Service DATE: MAR 2 4 1952 

from s Security Officer, CIA 

SUBJECT: Proposed Notice entitled "Political Activity of CIA Personnel" 

REFERENCE: Subject memorandum Forwarded by Official Routing Slip dated 17 March 

1952 


1* It is recommended that the covering memorandum of the 
Proposed Notice contain an additional paragraph substantially as 
25X1 A follows: 


"5. All personnei^ar^reminded of the provisions of 
CIA Regulation Number which requires the prior security 

clearance of publications or addresses * u 

2. With the addition of the above paragraph, it is suggested 
that the proposed Notice bear a RESTRICTED classification „ 
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STANDARD FORM NO. 64 

Office Memorandum • united states government 

to : Chief, Organization & Afethods Service DATE: 7 February 19^2 

from : Office of General Counsel 

subject: Proposed Notice fiegarding Political Activity of Employees under 


1. It was suggested recently that, in view of the current wide- 

V lterest > a notice should be prepared outlining the 
atch Act restrictions on political activities by CIA personnel. This 
suggestion was approved by the DD/A and this office was directed to 
prepare such a notice. Accordingly, we enclose copies of a proposed 
notice on the Hatch Act for your comments* 

2. It is appreciated that the notice is somewhat lon^. It 

S° UrSe ’ be . shortened by omitting the "Particular Activities" 
section. IJowever, since there is great political interest this year, 

not So ^ •“* *° kn “ *** ^ *ni 


3. A possible compromise would be to have a brief notice callino- 
attention to the Hatch Act and saying that interested empSy ees ^y 8 

Thit of« ce e ccS 3 ” ore detailad statement from Personnel Relations. 

oudd bhen be su PPl3.ed with a much smaller number of 
copies than would be required for general distribution. 


25X1A 



0GC/ JFBM, J r/ imm 


Enclosures — 3 Copies of Proposed Notice 


Distribution - 

Orig - Add 
2 - 0GC 
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POLITICAL ACTIVITY 

of Federal Officers and Employees 



UNITED STATES CIVIL SERVICE COMMISSION 

Pamphlet 20 • July 1951 

Previous editions of this pamphlet have been designated as Form 1236 
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I. General Prohibitions and Exceptions 

The broadest and most widely applicable restrictions on political 
activity of Federal officers and employees are contained in section 4 ] 
of Civil Service Rule IV and in section 9 (a) 1 of the Hatch Act. In 
practically the same words, these provisions prohibit the following: 

W Using official authority or influence for the purpose of inter- 
fering with an election or affecting its results. 

(2) Taking an active part in political management or in political 
campaigns. 

CIVIL SERVICE RULE IV 


Section 4.1 of Civil Service Rule IV reads as follows: 

Prohibition against political activity.— Persons in the executive branch shall re- 
tain the right to vote as they choose and to express their opinions on all political 
subjects and candidates, but such persons shall not use their official authority or 
influence for the purpose of interfering with an election or affecting the result 
thereof. Persons occupying positions in tile competitive service shall not take any 
active part in political management or in political campaigns except as may be 
provided by or pursuant to statute. 


SECTION 9 OF THE HATCH ACT 


Section 9 of the Hatch Act (Hatch Political Activities Act of August 
2, 1939, as amended; 5 U. S. C. llSi) reads as follows: 

(a) It shall be unlawful for any person employed in the executive branch of the 
Federal Government, or any agency or department thereof, to use his official au- 
thority or influence for the purpose of interfering with an election or affecting the 
result thereof. No oflicer or employee in the executive branch of the Federal 
Government, or any agency or department thereof, shall take any active part in 
political management or in political campaigns. All such persons shall retain the 
right to vote as they may choose and to express their opinions on all political sub- 
jects and candidates. For the purposes of this section the term "officer” or "em- 
ployee” shall not be construed to include (1) the President and Vice President of the 
United States; (2) persons whose compensation is paid from the appropriation for the 
office of the President; (3) heads and assistant heads of executive departments* 
(4) officers who arc appointed by the President, by and with the advice and consent 
of the Senate, and who determine policies to be pursued by the United States in 
its relations with foreign powers or in the Nation-wide administration of Federal 
laws. The provisions of the second sentence of this subsection shall not apply to the 
employees of The Alaska Railroad, residing in municipalities on the line of the rail- 
road, in respect to activities involving the municipality in which they reside. 

(b) Any person violating the provisions of this section shall be removed immedi- 
ately from the position or office held by him, and thereafter no part of the funds 
appropriated by any Act of Congress for such position or office shall be used to pay 
the compensation of such person: Provided, however, That the United States Civil 
Service Commission finds by unanimous vote that the violation does not warrant 
removal, a lesser penalty shall be imposed by direction of the Commission: Pro- 
vided further, That in no case shall the penalty be less than ninety days’ suspension 
without pay: And provided further, That in the case of any person who has hereto- 
fore been removed from the service under the provisions of this section, the Com- 
mission shall upon request of said person reopen and reconsider the record in such 
case. If it shall find by a unanimous vote that the acts committed were such as to 


i The United States Supremo Court, in an opinion (330 U. S. 70. nfllrmod a ludirment of flm nfafrw 
Hatch A ct w ere not ifncons titu tiomu! S * ' * C ^ ° f Columbiu boIding that tho Provisions of section 0 (a) of' the 
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warrant a penalty of Ions Until removal it shall issue an order revoking the restric- 
tion against reemployment in the position* from which removed, or in any other 
position for which he may be qualified, but no such revocation shall become effec- 
tive until at least ninety days have elapsed following the date of the removal of 
such person from ofhce. 

(c) At the end of each fiscal year the Commission shall report to the President 
for transmittal to the Congress the names, addresses, and nature of employment 
of all persons with respect to whom action has been taken by the Commission 
under the terms of this section, with a statement of the facts upon which action 
was taken, and the penalty imposed. 

OTHEIt SECTIONS OF THE HATCH ACT 

Sections 15, 10, 18, and 21 of the Match Act also relate to political 
activity of Federal officers and employees. 

Section 15 (5 U. S. C. A., sec. 118-1) states that the provisions in 
the act containing prohibitions against “taking any active part in 
political management or in political campaigns” arc deemed to in- 
clude activities prohibited by the civil-service rules. It reads as follows: 

The provisions of this Act which prohibit persons to whom such provisions 
apply from taking any active part in political management or in political cam- 
paigns shall be deemed to prohibit the same activities on the part of such persons 
as the United States Civil Service Commission has heretofore determined are at 
the time this section takes effect prohibited on the part of employees in the classi- 
fied civil service of the United States by the provisions of the civil-service rules 
prohibiting such employees from taking any active part in political management 
or in political campaigns. 

Sections 16, IS, and 21 sot forth certain exceptions to the provisions 
prohibiting political activity. 

Section 16 (5 U. S. C. A., sec. 118m) states an exception relating to 
political campaigns in localities adjacent to the National Capital or 
in localities where the majority of the voters are Government em- 
ployees. It reads as follows: 

Whenever the United States Civil Service Commission determines that, by 
reason of special or unusual circumstances which exist in any municipality or 
other political subdivision, in the immediate vicinity of the National Capital in 
the States of Maryland and Virginia or in municipalities the majority of whoso 
voters are employed by the Government of the United States, it is in the domestic 
interest of persons to whom the provisions of this Act arc applicable, and who 
reside in such municipality or political subdivision, to permit such persons to 
take an active part in political management or in political eompaigns involving 
such municipality or political subdivision, the Commission is authorized to 
promulgate regulations permitting such persons to take an active part in such 
political management and political campaigns to the extent the Commission 
deems to bo in the domestic interest of such persons. 

Section IS (5 U. S. C. A., 118n) states an exception relating to elec- 
tions not specifically identified with National or State issues or political 
parties. It reads as follows: 

Nothing in the second sentence of section 9 (a) or in the second sentence of 
section 12 (a) of this Act shall be construed to prevent or prohibit any person 
subject to the provisions of this Act from engaging in any political activity 
(1) in connection with any election and the preceding campaign if none of the 
candidates is to be nominated or elected at such election as representing a party 
any of whose candidates for presidential elector received votes in the last pre- 
ceding election at which presidential electors were selected, or (2) in connection 
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with any question which is not .spudl'icnUy identified with any National or State 
political party. 'For the purposes of this section, questions relating to consti- 
tutional amendments, referendums, approval of municipal ordinances, and others 
of a similar character, shall not be deemed to be specifically identified with any 
National or State political party. 

Section 21 (5 U. S. C. A., sou. llSk-1) sliit.es an exception relating 
l.o activities of employees of institutions and organizations of 
specified types. It reads as follows: 

Nothing in sections 9 (a) or 9 (b), or 12 of this Act shall be deemed to prohibit 
or to make unlawful the doing of any act, by any ollicer or employee of any edu- 
cational or research institution, establishment, agency, or system which is sup- 
ported in whole or in part by any State or political subdivision thereof, or by the 
District of Columbia or by any Territory or Territorial possession of the United 
States; or by any recognized religions, philanthropic, or cultural organization. 

STATUTES ON RELATED SUBJECTS 

In addition to being subject to section 4.1 of Civil Service Rule 
IV, and to the sections of the Hatch Act quoted above, Federal 
officers and employees are subject to statutes relating to — 

(1) Political assessments (see p. 2G of this pamphlet). 

(2) Political coercion (see p. 30). 

(3) Political discrimination (sec p. 31). 

(4) Purchase and sale of public office (see p. 31). 

INDIVIDUAL RESPONSIBILITY 

Each ollicer and employee is responsible for refraining from pro- 
hibited political activity. He is presumed to be acquainted with the 
legal provisions applicable to him, and bis ignorance of them will 
not excuse a violation. If he is in doubt as to whether any particular 
activity is prohibited, he should present the matter in writing to the 
United States Civil Service Commission before engaging in the 
activity. 


II. Jurisdiction of the Commission 

EMPLOYEES IN THE COMPETITIVE SERVICE 

There is no language in the Hatch Act that fixes responsibility for 
enforcement of the prohibitions against political activity of Federal 
ollicers and employees. 

However, it is important to note that the prohibitive language of 
section 9 (a) of the Hatch Act is substantially the same as that of 
section 4.1 of Civil Service Rule IV. The Civil Service Commission’s 
jurisdiction in political-activity matters was not affected by passage 
of the Hatch Act. 

Section 15 of the Hatch Act provides that the activities that arc 
prohibited by the act are those that the Commission had theretofore 
determined were prohibited, under the civil-service rules, on the part 
of employees in the competitive civil service. 
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Tims, under Civil Service Rule IV and under the Hutch Act, the 
Civil Service Commission lias authority to enforce prohibitions against 
political activity of Federal officers and employees whose positions 
are in the competitive civil service. 

PENALTY PROVISIONS 

The Attorney General has held (40 A. G. 14) that where both the 
law and the rule are violated the statutory penalty is mandatory. 

An officer or employee found to have violated the restrictions 
imposed by section 9 (a) of the Hatch Act and section 4.1 of Civil 
Service Rule IV must be immediately removed from the position or 
office held by him and — in accordance with a decision by the Comp- 
troller General (25 Comp. Gen. 271) — may not be employed again 
in any position the salary or compensation of which is payable under 
the same appropriation as the position from which removed. This 
restriction is not limited to the appropriation act for any particular 
fiscal year. 

If, however, the Commission determines by unanimous vote that 
the violation does not warrant removal, it may impose a lesser penalty 
under the terms of the amendment to the Hatch Act of August 25, 
1950, but the penalty so imposed must be at least a 90-day suspension. 

In an opinion of the Attorney General of September 12, 1947 (40 
A. G. 545) it was held that the penalty provisions of the Hatch Act 
require the removal of an employee from the civil-service position or 
office that he is holding at the time his violation of the act is estab- 
lished, despite the fact that this position may be different from that 
held at the time the violation occurred. It is immaterial whether the 
second civil-service position has been obtained by transfer, promotion, 
or reappointment. 


AUTHORITY UNDER RULE V 

Section 5.4 of Civil Service Rule V reads as follows: 

Whenever the Commission finds that an appointment has been made in violation 
of the Civil Service Act, Rules, or Regulations, or that any employee subject 
thereto has violated such Act, Rules, or Regulations or is holding a position in vio- 
lation thereof, it is authorized, after giving duo notice and opportunity for explana- 
tion to the employee and the agency concerned, to certify the facts to the proper 
appointing officer with specific instructions as to discipline or dismissal. 

Section 5.5 of Civil Service Rule V reads as follows: 

If the appointing officer fails to carry out the instructions of the Commission 
issued under section 5.4 of this Rule, the Commission shall certify the facts to the 
head of the agency concerned. If the head of the agency fails to carry out the in- 
structions of the Commission within ten days after receipt thereof, the Commission 
shall notify the Comptroller General of the United States and no payment or allow- 
ance shall be made of the salary or wages accruing to the employee concerned after 
such notification. 

The General Accounting Office is without jurisdiction to review the 
determinations of the Civil Service Commission under Rule V and, 
upon certification by the Commission that an employee is holding a po- 
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siUo.ii in violation of the Civil Service Act and rules, the General Ac- 
counting Office lias no alternative to withholding credit for payments 
made for salary or compensation (decision, Comptroller General July- 
20, 1930, to the Postmaster General). 

COMMISSION PROCEDUK E 

In Inking action on alleged violations of section 4.1 of Civil Service 
Rule IV, the Civil Service Commission proceeds under regulations that 
provide for — 

(!) Investigation of the complaint — either by correspondence, in 
instances where the violation may he established by record evidence, or 
by representatives of the Commission and the employing agency. (The 
employee may make a statement and furnish the names of witnesses to 
support it.) 

(2) Issuance of a Proposed Order, when there is prima facie proof of 
prohibited political activity, with a description of the specific charges 
and nil opportunity to respond in writing. 

(3) A hearing, in certain eases, at the discretion of the Commission — 
but not when the violation is established by indisputable record evi- 
dence or is admitted by the employee. 

(4) Issuance of a Final Order either dismissing the Proposed Order or 
finding that the employee violated the law and the rule against political 
activity and prescribing the penalty. 

The Commission's procedure applies in the cases of those employees 
who resigned from their positions prior to a final determination by the 
Commission. 

The Commission's regulations also provide for the reconsideration of 
the record, as authorized by law, upon request, of employees who were 
removed between August 2, 1939, and August 25, 1950, for established 
political-activity violations, to determine whether the violations were 
such as to warrant a penalty of less than removal. 


III. Applicability of Rule and Statute 

GENERAL STATEMENT 

In the absence of specific statutory exemption, the basic political- 
activity restrictions apply to any person employed in. the executive 
branch of the Federal Government, or any agency or department 
thereof, or in the government of the District of Columbia. Some per- 
sons are subject to these restrictions by virtue both of section 4.1 of 
Civil Service Rule IV and. of section 9 (a) of the Hatch Act; others are 
subject to them solely by virtue of section 9 (a) of the Hatch Act. 

Section 4.1 of Civil Service Rule IV applies to all employees in the 
competitive service. 
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Section. 9 (a) of the Match Act applies to all persons employed in the 
executive branch of the Federal Government 2 whether or not such 
persons are in the competitive service. The effect of section 9 (a) of the 
statute is to place the same restrictions upon the political activities of 
all officers and employees of the executive branch of the Government 
that section 4.1 of Civil Service Rule IV places upon the political activ- 
ities of officers and employees in the competitive service. 


GROUPS OF EMPLOYEES 


Part-time and Intermittent Employees 


Any person whose employment with the Federal Government is only 
part-time or intermittent, not in any case occupying a substantial por- 
tion of his time and not affording his principal means of livelihood, is 
subject to the political-activity prohibitions of section 9 (a) of the 
Hatch Act and section 4.1 of Civil Service Rule IV while in active-duty 
status, and not otherwise. Such an employee may be listed as a candi- 
date for a public elective office provided that he does not engage in 
political activity on any day on which he performs duty as a Federal 
employee. The period of active duty embraces the whole period of 
status as a paid employee, rather than just the working hours of the 
day. 

Temporary and Emergency Employees 


Temporary and emergency employees are subject to the statute and 
the rule. 


Employees on Leave 


In general, an employee who is subject to the basic political-activity 
prohibitions while on active duty is subject to them while on leave 
with pay, leave without pay, or furlough, and incurs the same penalties 
for an offense committed while in leave or furlough status as for an 
offense committed while oil active duty. This is true even though the 
leave is terminal leave, and even though the employee's resignation has 
been submitted and accepted. However, if lump-sum payment is made 
for accrued annual leave, the person involved is not subject to the po- 
litical-activity restrictions during the period covered by the lump-sum 
payment or tliereaf ter. 

It is not permissible for an employee to take leave of absence for the 
purpose of working with a political candidate, committee, or organiza- 
tion, or for the purpose of becoming a candidate for office with the 
understanding that lie will resign his position if nominated or elected. 


Postmasters and Post-Office Employees 

All postmasters and acting postmasters, all employees in post offices 
of the first, second, and third classes, and all special delivery messeti- 


2 Except (a) llio President and Vico President of the United States; (6) persons whoso compensation is paid 
from thoapnropi'lntion for the office of the President; (c) heads and assistant heads of executive departments; 
and (d) officers who aro appointed by the President by and with the advice and consent of the Senate, and 
who determine policies to bo pursued by the United States in its relations with foreign powers or in the 
Nation-wide administration of Federal laws. 
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gors in post offices of the first class n.re subject to the political-activity 
restrictions of Civil Service Rule IV and section 9 of the Hatch Act. 


Persons Not Subject to Political-Activity Restrictions 

The political-activity restrictions of section 9 of the Hatch Act and 
section 4.1 of Civil Service Rule IV do not apply to the following 
persons: 

EXECUTIVE BRANCH 


The President and Vico President of the United SUitcs. 

Persons who tire compensated from the appropriation for the Office of the 


President. 

Heads and assistant heads of departments. , 

Oniccrs who arc appointed by the President by and with the ad vice and consent 
of the Senate, and who determine policies to be pursued by the United States m its 
relations with foreign powers or in the Nation-wide administration of federal laws. 
Ambassadors of the United States. 

Ministers of the United States. 


LEGISLATIVE BRANCH 


Officers and employees of the legislative branch of the Federal Government, 
including secretaries and clerks of Members of Congress and congressional 
committees. 


JUDICIAL BRANCH 


• Officers and employees of the judicial branch of the Federal Government, in- 
cluding United States Commissioners, clerks of United States courts, referees in 
bankruptcy, and their secretaries, deputies, and clerks. 


DISTRICT OF COLUMBIA 

The Commissioners of the District of Columbia . 3 
The Recorder of Deeds of the District of Columbia . 3 


OTHER 

Officers or employees of any educational or research institution, establishment, 
agency, or svstem that is supported in whole or in part by any State or political 
subdivision, or the District of Columbia, or by any Territory or .territorial posses- 
sion of the United States, or by any recognized religious, philanthropic, or cultural 

Persons who are retained from time to time to perform special services on a fee 
basis and who take no oath of office, fee attorneys, inspectors, appraisers, and 
management brokers for the Home Owners' Loan Corporation and special fee 
attorneys for the Reconstruction finance Corpoiation. < 

Persons who receive benefit payments, such as old-age assistance and unem- 
ployment compensation under the Social Security Act, rural-rehabilitation grants, 

and payments under the agricultural conservation program. * . 

Persons retired from the Federal service, unless reemployed m the executive 
branch of the Federal Government. , . r , 

Persons serving as star route and contract carriers and clerks m fouith-class 
post offices, provided such persons are not at the same time holding other Gov- 
ernment employment. . . 

Employees of the Alaska Railroad residing in municipalities on the line ot the 
railroad in respect to activities involving the municipality in which they reside. 

a Excepted only from the prohibition against native participation in political management or in political 
campaigns. 
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IV. Prohibited Activities 

The Hatch Act is designed to prevent those subject to it from 
assuming general political leadership or from becoming prominently 
identified with any political movement, party, or faction, or with 
the success or failure of any candidate for election to public office. 

The following sections are devoted to a discussion of activities that, 
prior to enactment of section 15 of the Hatch Act (see p. 2), the Civil 
Service Commission had determined to be activities prohibited by 
the civil-service rules. 

ACTIVITY BY INDIRECTION 

Any political activity that is prohibited in the case of an employee 
acting independently is also prohibited in the case of an employee 
acting in open or secret cooperation with others. Whatever the em- 
ployee may not do directly or personally, he may not do indirectly 
or through an agent, officer, or employee chosen by him or subject 
to his control. Employees are, therefore, accountable for political 
activity by persons other than themselves, including wives or hus- 
bands, if, in fact, the employees arc thus accomplishing by collusion 
and indirection what they may not lawfully do directly and openly. 
Political activity in fact, regardless of the methods or means used by 
the employee, constitutes the violation. 

This does not mean that an employee’s husband or wife may not 
engage in politics independently, upon his or her own initiative, and 
in his or her own behalf. Cases have arisen, however, in which the facts 
showed that the real purpose of a wife’s activity was to accomplish a 
political act prohibited to her husband, the attempt being made for 
her husband’s benefit and at his instigation or even upon his coercion. 
This may be true of individuals or it may occur among groups of 
employee’s wives associated for the purpose of securing for their hus- 
bands what the husbands may not secure for themselves. In such situ- 
ations, it is obvious that the prohibitions against political activity are 
being violated. The collusion or coercion renders the wife’s activity 
imputable to the husband, he being guilty of the same infraction as if 
he were openly a participant. 

CONVENTIONS 

Candidacy for or service as delegate, alternate, or proxy in any 
political convention or service as an officer or employee thereof is pro- 
hibited. Attendance as a spectator is permissible, but the employee 
so attending must not take any part in the convention or in the delib- 
erations or proceedings of any of its committees, and must refrain 
from any public display of partisanship or obtrusive demonstration' 
or interference. 

PRIMARIES — CAUCUSES 

An employee may attend a primary meeting, mass convention, 
caucus, and the like, and may cast his vote on any question presented, 
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Ho mnv3 w paSS a, “ P° int , participating in its deliberations. 

c naj not act as an ofheer oi the meeting, convention, or caucus 
nmy not address, make motions, prepare or assist in preparing resolu- 
tions, assume to represent others, or take any prominent part therein. 

MEETINGS 

in Preparing for, organizing or conducting a political meeting 
“ <l y ’ ,uldl ' ess,n K siicH a meeting, or taking any part therein except 
as a spectator is prohibited. 1 

COMMITTEES 

Ihe holding of the ofFicc of precinct committcman, ward commit- 
teeman, etc., or service on or for any committee of a political party 
organization is prohibited An employee may attend as a spectator 
any meeting of a political committee to which the general public is 
paragraphs 1 ' 6 ^ fr0m activit y as indicated in the preceding 

Whether a committee has an ultimate political purpose determines 
whether an employee may properly serve as a member. An employee 
may be assigned to duties that, considered alone, seem far removed 
horn active politics; but those duties may assume an active political 
character when considered as part of the whole program. The Com- 
mission lias held that service by an employee as chairman of a food 
committee at an occasion signifying the opening campaign speech of 
a nominee for Governor of a State is not permissible. No attempt can 
be made to differentiate between workers on or under political commit- 
tees with respect to the degree to which they are politically active. 

CLUBS AND ORGANIZATIONS 

Employees may be members of political clubs, but they may not be 
active in organizing such a club, bo officers of the club or members or- 
olhcere of any of its committees, or act as such, or address a political 
ciufo Service as a delegate or alternate from such a club to a league of 
political clubs is service as an officer or representative of a political 
club and is prohibited, as is service as a delegate or representative of 
such a club to or m any other organization. In other words, ail em- 
ployee may become a member of a political club and may vote on ques- 
tions presented but may not take an active part in its management or 
affairs, and may not represent' other members or attempt to influence 
them by lus actions or utterances. 

Section 6 of the act of August 24, 1912 (37 Stat. 555), provides in 
part — 

That membership in any society, association, club, or other form of organization 

t/on 0 S 1 c ul'vm n° e H n0t a / miated ' Wtl1 auy 0utside Wzation imposing" g™ 
tion oi duty upon them to engage in any strike, or proposing to assist them in anv 

“!’ a T': St fi’ e Uni S d States ’ having for its objects, among other things im- 
provements 111 the condition of labor of its members, including hours of labor and 
compensation therefor and leave of absence, by any person or groups of persons hi 
said Postal Service, or the presenting by any such person or groups of persons of any 
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Kpiovnnoo or grievances to the Congress or any Member thereof, shall not consti- 
tute or be cause for reduction in rank or compensation or removal of such person oi 
groups of persons from said service. 

Membership in a labor union by employees subject to the Hatch 
Act is not prohibited, where the organization is nonpartisan m char- 
acter and has as its primary object improvements m the condition^ 
of labor of its members and other matters related to their indivuhi.il 
welfare. Matters concerned solely with organization and management 
of a union of Federal employees are not political management or politi- 
cal activity in violation of section 9 (a) of the Hatch Act, and adoption 
of a resolution limited to these matters would not violate the law. 
However, a Federal employee who engages m prohibited political activ- 
ity under the direction or suggestion of a union local will be held per- 
sonally accountable irrespective of whether lie is acting as an individual 
or as a member of a group, including a union local. . . 

Membership by a Federal employee m a party or organization 
advocating the overthrow of the Government of the United States is 
unlawful/ Section 9A of the Hatch Act (title 6, U. S. C. A. 118;,) reads 
as follows: 

m It shall be unlawful for any person employed in any capacity by any agency 
of the Federal Government, whose compensation, or any part thereof, is paid 
from funds authorized or appropriated by any Act of Congress, to have member- 
ship i n any political party or organization which advocates the overthrow of our 
constitutional form of government in the United States. 

( 1 ) Anv person violating the provisions of this section shall be immediately 
removed from the position or office held by him, and thereafter no part of the funds 
appropriated by any Act of Congress for such position or office shall be used to pay 
the compensation of such person. 

Civil-service employees may hold office in organizations established 
for social betterment. It is pointed out, however, that m certain cir- 
cumstances activities of such organizations may take on a character 
of partisan political activity. Employees who become members or 
officers of organizations of this type must take the responsibility for 
• seeing that the activities in which they engage do not become political 
in character. 

CIVIC ORGANIZATIONS AND CITIZENS’ ASSOCIATIONS 

Activity in organizations having for their primary object the promo- 
tion of good government or the local civic welfare is not prohibited by 
the act of August 2, 1939, as amemded, provided such activities have 
no connection with the campaigns of particular candidates or parties. 

CONTRIBUTIONS 

Employees may make voluntary contributions to a regularly consti- 
tuted political organization for its general expenditures, subject to the 
limitation laid down in section 608, title 18, U. S. Code. Ike term 
“contribution” includes a gift, subscription, loan, advance, or deposit 
of money or anything of value, and includes a contract, promise, or 
agreement, whether or not legally enforceable, to make a contribution. 
While employees may make contributions, they may not solicit, 
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collect, receive, disburse, or otherwise handle contributions made for 
political purposes. Employees may not bo concerned directly or indi- 
rectly in the sale of dinner tickets of a political party organization or in 
the distribution of pledge cards soliciting subscriptions to the dinners. 

The Commission has held that voluntary contributions may be 
made at any time, even subsequent to a general election, so long as 
they are made to a regularly constituted political organization for its 
gei i oral exp end i tu res . 

It is not permissible for a Federal administrative official to furnish 
the names of bis personnel and their addresses for the purpose of 
political solicitation. 

. In addition, certain sections of the criminal code place restrictions 
on contributions by Federal employees. Contributions may not be 
banded over to another person in the Federal service; they may not 
be made in a Federal building*; etc. For tlie text of these sections 
of the criminal code and further information on this matter, see part 
VIII, pages 26 through 32 . These sections of the criminal code are 
within tlie jurisdiction of the Department of Justice, and the law 
provides severe penalties for violations. 

EXPRESSION OF OPINIONS 

Although the act reserves to employees affected the right to “ex- 
press their opinions on all political subjects and candidates,” this 
reservation is subject to the prohibition that employees may not take 
any active part in political management or in political campaigns. 
Public expression of opinion in such a way as to constitute taking 
an active part in political management or in political campaigns is 
accordingly prohibited. 

BADGES, BUTTONS, PICTURES, AND STICKERS 

Employees may not distribute campaign literature, badges, or but- 
tons. They are not prohibited from wearing political badges or buttons 
or from displaying political posters or pictures in the windows of tlieir 
homes or on their automobiles. However, it is regarded as contrary 
to the spirit of the law for a public servant to make a partisan .display 
of any kind while on duty conducting the public business. 

NEWSPAPERS— PUBLICATION OF LETTERS OR ARTICLES 

An employee may not publish or be connected editorially or man- 
agerially with any newspaper generally known as partisan from a 
political standpoint, and may not write for publication or publish any 
letter or article, signed or unsigned, in favor of or against any political 
party, candidate, or faction. An employee who mites such a letter or 
article is responsible for any use that may be made of it whether or 
not he gives consent to such use. 

The Commission has held that as a general rule a newspaper that 
is considered as being partisan from a political standpoint, either 
during the campaign or in the interval between campaigns, is regarded 
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House of Congress, or to any Committee or Member thereof, shall 
not be denied or interfered with.” 

An employee subject to the law of August 2, 1939, as amended, 
is permitted to sign petitions, including nominating petitions, ns an 
individual, without reference to his connection with the Government, 
but ho limy not initiate them, or canvass for the signatures of others*, 
if such petitions are identified with political management or political 
campaigns. Employees arc permitted to exercise the right as indi- 
viduals to sign a petition favoring a candidate for office, but they 
may not, either as Government employees or as a group or association 
of Government employees, solicit others to become candidates for 
office. 

CANDIDACY FOB PUBLIC OFFICE 

Candidacy for nomination or for election to a National, State, 
county, or municipal office is not permissible. The prohibition against 
political activity extends not merely to formal announcement of 
candidacy blit also to the preliminaries leading to such announce- 
ment and to canvassing or soliciting support or doing or permitting 
to be done any act in furtherance of candidacy. An employee may 
not solicit others to become candidates for nomination or for election 
to such an office . 4 

The Attorney General held in ail opinion to the Secretary of the 
Interior dated April 17, .1940 (39 Op. Atty. Gen. 423), that the Hatch 
Act docs not apply to the acceptance and holding of a local office to 
which an employee was elected without being a candidate, his name 
not appearing on the ballot but being written in by voters. However, 
the Commission interprets this opinion as applicable only in cases 
where the writing in of an employee’s name is a spontaneous action 
on the part of the voters and does not come about as a result of pre- 
arrangement whereby the employee was in effect a candidate before 
the* vote was cast. 

This decision is authority for the statement that the mere holding 
of a public office is not in itself a violation. (See also Attorney General’s 
Circular No. 3301, October 26, 1939.) 

However, it should be noted that membership on a political com- 
mittee is not a public office, within the meaning of the foregoing, even 
though held by election in the regular election as a political representa- 
tive of a ward, precinct, county, or of the voting subdivision of a State. 
The holding of such political offices is prohibited. 


V. Exceptions to Hatch Act Restrictions 


The Hatch Act specified two conditions under which political ac- 
tivity on the part of Federal officers and employees is permissible. 

(1) Section 18 of the act sets forth an exception relating to elections 


< For exceptions, seo “V. Exceptions to llntcli Act Restrictions,” pp. lfi-U). 
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as being subject to application oi the restrictions against activity in 
connection therewith. It is not required that a publication be regarded 
as the organ of a political organization or that it have an official con- 
nection with any political organization or party. Tlie words “edito- 
rially and “manager ially” are intended to apply to responsibilities 
and duties that have to do with the making of decisions affecting the 
editorial policies. The objective behind the restriction on activity in 
connection with such publications or newspapers is prohibition of 
political activity of a partisan character through the medium of the 
public press by a person subject to the statute and the rule. 

Whether or not ownership of stock or membership on a board of 
directors of a corporation that publishes a daily newspaper is a viola- 
tion of the political-activity restrictions will depend upon the decree 
to which the individual, by virtue of such ownership or membership 
participates in l controlling the editorial policy or news management 
ol the publication. II a federal employee makes decisions or assists 
m making decisions on editorial policy or news management with 
respect to the political status of the publication, a violation of the 
restrictions occurs, but mere ownership of stock would not of itself 
constitute a violation of the political-activity restrictions. 

There is no direct prohibition against correspondence work by ail 
employee for newspapers. The employee will have the responsibility 
however, of ascertaining that any material he submits is not in con- 
travention of the restrictions. 


ACTIVITY AT THE POLLS AND FOR CANDIDATES 

An employee has the right to vote as he pleases, and to exercise this 
right free from interference, solicitation, or dictation by any fellow 
employee or superior officer or any other person. It is a violation of 
the federal Corrupt Practices Act to pay or offer to pay any person 
tor voting or refraining from voting, or for voting for or against any 
candidate for Senator or Representative in, or Delegate or Resident 
Commissioner to, Congress. It is also a violation of the law to solicit 
receive, or accept payment for one’s, vote or for withholding one’s 
vote. (Sec U. S. Code, title IS, sec. 597.) 

Under the act ol August 2, 1939, it is a criminal offense for anv 
person to intimidate, tin-eaten, or coerce any other person for the 
purpose of interfering with the right of such other person to vote as 
he may choose in any election of a National character. It is also a 
criminal offense to promise any employment, position, work, or com- 
pensation, or other benefit made possible by an act of Congress as a 
consideration, favor, or reward for political activity or for the support 
oi or opposition to any political candidate or party. 

An employee subject to the law must avoid any offensive activity 
at primary and regular elections. He must refrain from solicitin'"- 
votes, assisting voters to mark ballots, helping to get out tlie voters 
on registration and election days, acting as tlie accredited checker 
watcher, or challenger of any party or faction, or any other partisan 
1 oiitical activities at the polls. Rendering partisan political service, 
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suol. as. transporting voters to and from the polls and candidates on 
canvassing lours, whether for pay or gratuitously, is hold to he with- 
in tli.o scope ol prohibited political activities. This is not intended to 
prohibit one subject to the act from transporting members of his 
immediate family to and from the polls, in view of the community of 
interest that exists m such eases. The foregoing provisions do not 
apply it the election in question is covered by the exceptions embodied 
nr section IS of the law of August 2, 1.939, as amended. (See p. 17.) 

Hie publication or distribution of election campaign statements not 
containing names of persons responsible therefor is prohibited bylaw 
I bo United States Code, title IS, section 612, reads as follows: 

Whoever wilfully publishes or c! is tributes or causes to be published or dis- 

drno ‘iuSn 1 f °V 10 PU, 1 ,[) t 0S0 ° f P« wl » J 'ing or distributing the same, knowingly 
deposits 1 o i mailing or delivery or causes to be deposited for mailing or deliver^ 
oi, except in cases of employees of tho Post Oihee Department in the official 
S j ° f Uieir duU!S ’ k,, | wwi »8 1 y transports or causes to be transported in 
in tu state commerce any card, pamphlet, circular, poster, dodger, advertisement 
writing, or other statement relating to or concerning any person who has pub- 
holy declared his intention to seek the office of President, or Vice IW Im.f 
of the United States, or Senator or Representative in, or Delegate or Resident 

nr i oVn bl ° ,1 n |l '°i COn P^ \ U a pnmary ’ general, or special election, or conven- 
tio n of a po itical party, or has caused or permitted his intention to do so to be 
pubhely declared, which docs not contain the names of the persons, associations 
committees, or corporations responsible for the publication or distribution of the 
same, and the names of the officers or eaeli such association, committee, or cor- 
yearf or' both. n0t m ° rC than $1 ’ 000 or imprJsonod not more than one 

ELECTION OFFICERS 

. A Fe 1 d ? rni employee may serve as an election officer provided that 
m so doing he discharges the duties of tlie office in an impartial 
manner, as prescribed by State or local law. While serving as an 
election officer lie may not engage in, or become involved in, activities 
in behalf oi a political party or candidate. 

PAKADES 

An employee may not participate in or help organize a political 
parade. An employee may bo a member of a band or orchestra that 
takes part m parades or rallies provided such band or orchestra is 
genet ally available for lir as a musical organization. 

PETITIONS 

The first amendment to the Constitution of the United States pro- 
vides that Congress shall make no law respecting an establishment 
oi icligion, or prohibiting the free exercise thereof; or abridging the 
freedom of speech, or of the press; or the right of the people peace- 
ably to assemble^ and to petition the Government for a redress of 
grievances.” Section .6 of the act of August 24, 1912 (37 Stat. 555) 
provides that “the right of persons employed in the civil service of 
the United States, either individually or collectively, to petition Con- 
gress, or any Member thereof, or to furnish information to either 
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House of Congress, or to tiny Committee or Member thereof, shall 
not be denied or interfered with.” 

An employee subject to the law of August 2, 193! 9, as amended, 
is permitted’ to sign petitions, including nominating petitions, as an 
individual, without reference to his connection with the Government, 
but he may not initiate them, or canvass for the signatures of others-*, 
if such petitions are identified with political management or political 
campaigns. .Employees are permitted to exercise the right as indi- 
viduals to sign a petition favoring a candidate for office, but they 
may not, either as Government employees or as a group or association 
of Government employees, solicit others to become candidates for 
office . 

CANDIDACY FOR PUBLIC OFFICE 

Candidacy for nomination or for election to a National, State, 
county, or municipal office is not permissible. The prohibition against 
political activity extends not merely to formal announcement of 
candidacy but also to the prelim i navies leading to such announce- 
ment and to canvassing or soliciting support or doing or permitting 
to be done any act in furtherance of candidacy. An employee may 
not solicit others to become candidates for nomination or for election 
to such an office. 4 

The Attorney General held in an opinion to the Secretary ol: the 
Interior dated April 17, 1940 (39 Op. Atty. Gen. 423), that the Hatch 
Act does not apply to the acceptance and holding of a local office to 
which an employee was elected without being a candidate, his name 
not appearing on the ballot but being written in by voters. However, 
the Commission interprets this opinion as applicable only in cases 
where the writing in of an employee’s name is a spontaneous action 
on the part of the voters and (loos not come about as a result of pre- 
arrangement whereby the employee was in effect a candidate before 
the* vote was cast. 

This decision is authority for the statement that the mere holding 
of a public office is not in itself a violation. (Sec also Attorney General’s 
Circular No. 3301, October 20, 1939.) 

However, it should be noted that membership on a political com- 
mittee is not a public office, within tlic meaning of the foregoing, even 
though held by election in the regular election as a political representa- 
tive of a ward, precinct, county, or of the voting subdivision of a State. 
The holding of such political offices is prohibited. 


Y. Exceptions to Hatch Act Restrictions 

The Hatch Act specified two conditions under which political ac- 
tivity on the part of Federal officers and employees is permissible. 

(1) Section 18 of the act sets forth an exception relating to elections 


4 For exceptions, see "V. Exceptions to Hatch Act ltustriotions,” pp. 10 10. 
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identified with National or State issues or political 

(2) Seel ion JO ol the act sets forth an exception relating; to political 
campaigns hi commmuties adjacent to the District of Columbia or 
in communities the majority of whose voters are employees of the Fed- 
end Government. 

Both sections are quoted on page 3 of this pamphlet. 

SECTION III 

To be permissible under section IS, the activity must he of a strictly 
local character— -completely unrelated to issues and candidates that 
are identified with National and State political parties. 

SECTION 16 

For many years prior to enactment of the Match Act, Federal em- 
ployees residing in certain municipalities near the District of Columbia 
were permitted to be candidates for, and to hold, local office in those 
municipalities. 

The permission was grunted either by an individual Executive order 
or by action oi the Commission based on an Executive order and it 
™ llll< :'! Ml lorco and effect until the passage of the act of August 2, 
19oJ, which prohibited active participation iu political management or 
in political campaigns, without exception. When this act was amended 
by the act ol July 19, 1940, a new section was added (section 10 54 
btat. 707) whereby the Commission was authorized to promulgate reg- 
ulations extending the privilege of active participation in local political 
management and local political campaigns to Federal employees resid- 
ing m any municipalities or other political subdivisions of the States of 
Maryland and Virginia in the immediate vicinity of the District of 
Columbia or in municipalities the majority of whose voters are em- 
ployed by the Government of the United States. 

I he Commission has promulgated regulations governing the exten- 
sion ol the privileges set forth in the section quoted above and copies 
ol these regulations arc available upon request to the Commission's 
central ollice in Washington, D. C. Under these regulations it is nec- 
essary that a formal request be received from the representatives of the 
community involved and that the petitioners furnish certain specified 
information relative to their community and its elections. In all eases 
the final decision as to the extension of the privileges of section 16 to 
any individual municipality depends on the municipality’s mcetiiv 
certain prerequisites that are set forth in the Commission’s regulations. 

The Commission has extended the privileges allowed by section 16 of 
the Hatch Act to the following municipalities or political subdivisions 
by formal action recorded on the dates indicated: 


In Maryland 


Annapolis (May 1G, 1941). 
Berwyn Heights (June 15, 1944). 
Bethcsda (Feb. 17, 1943). 


Bladen, sburg (Apr. 20, 1942). 
Brentwood (Sept. 2G, 1940). 
Capitol Heights (Nov. 12, 1940). 
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Chevcrly (Doc. U, 1040). 

Chevy Chase, serious 1 and 2 (Mar. <1, 
1041). 

Chevy Chase, jcction 3 (Oob. S, 1940). 
Chevy Chase section 4 (Oct. 2, 1940). 
Martin's Additions 1, 2, 3, and 4 to 
Chevy C’.ase (Feb. 13, 1941). 

Chevy Clr ,so View (Feb. 20, 1041). 
College. P „rk (June 13, 1045). 

Cottage Jity (Jan. 15, 1041). 

District Heights (Nov. 2, 1040). 

Ecbnoi .ston (Oct. 24, 1040). 

Fairir jnt Heights (Oct. 24, 1040). 

Fore' c Heights (Apr. 22, 1049). 

Gat ett Park (Oct. 2, 1040). 

Glr wirdon (May 21, 1041). 

GJ jn Echo (Oct. 22, 1040). 

In Vi 

Alexandria (Apr. 15, 1941). 

Arlington County (Sept. 0, 1940). 
Clifton (July 14, 1941). 

Fairfax County (Nov. 10, 1949). 


Green belt (Oct. 4, 1940). 

Ilynttsvillo (Sept. 20, 1040). 
Kensington (Nov. 8, 1040). 
handover Hills (May 5, 1945). 
Morningsido (May 19, 1040). 

Mount Rainier (Nov. 22, 1040). 
North Beach (Sept. 20, 1040). 

North Brentwood (May 0, 1041). 
North Chevy Chase (July 22, 1042). 
Northwest Park (Feb. 17, 1043). 
Riverdale (Sept. 20, 1040). 

Seat Pleasant (Aug. 31, 1042). 
Somerset (Nov. 22, 1940). 

Takoma Park (Oct. 22, 1040). 
University Park (Jan. IS, 1941). 
Washington Grove (Apr. 5, 1041). 


Falls Church (June 6, 1041). 
Herndon (Apr. 7, 1045). 
Vienna (Mar. 18, 1946). 


Other Municipalities 


Bremerton, Wash. (Feb. 27, 1940). 
Port Orchard, Wash. (Feb. 27, 1946). 
Elmer City, Wash. (Oct. 28, 1947). 


Anchorage, Alaska (Dec. 20, 1047). 
Benicia, Calif. (Feb. 20, 1048). 
Warner Robins, Ga. (Mar. 19, 1048) 


The Commission's actions extending the privileges of active par- 
ticipation in local self-government of the above-listed communities 
to resident Federal officers or employees are subject to the following 
restrictions: 

(1) Federal officers and employees in the exercise of these privi- 
leges must not neglect their official duties and must not engage in 
nonlocal partisan political activities. 

(2) Federal officers and employees must not run for local office as 
candidates representing a political party or become involved in politi- 
cal management in connection with the campaign of a party candidate 
for office. 

(3) Federal officers and employees who are candidates for local 
elective office must run as independent candidates and must conduct 
their campaigns in a purely nonpartisan manner. 

(4) Federal officers and employees elected or appointed to local 
offices requiring full-time service must resign their positions with the 
Federal Government. If elected or appointed to offices requiring only 
part-time service they may accept and hold the same without relin- 
quishing their Federal employment provided the holding of such part- 
time office does not conflict or interfere with their duties as officers or 
employees of the Federal Government. The department or independent 
agency in which Federal officers or employees are employed is the sole 
judge of whether or not the holding of the local office conflicts or inter- 
feres with then’ official duties as officers or employees of the Federal 
Government. 
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(5) Tlie permission grunted by the Commission to any particular 
community may be suspended or withdrawn by the Commission when 
in its opinion the activities resulting therefrom are or may become 
detrimental to the public interest or inimical to the proper enforce- 
ment of the political-activity law and rules. 


VI. State Officers and Employees 


This publication deals primarily with the political-activity restric- 
tions applicable to Federal officers and employees. However, it should 
be mentioned that there are other provisions of the so-called Hatch. 
Act that apply Federal political-activity restrictions to those officers 
and employees of a State, or local agency of a State, whose principal 
employment is in connection with an activity financed in whole or 
in part by Federal loans or grants. Those restrictions are also enforce- 
able by the United States Civil Service Commission. The following rule 
of jurisdiction has been adopted by the Commission in these cases: 

An officer or employee of a State or local agency is subject to 
the Act if, as a normal and foreseeable incident to his principal 
job or position, he performs duties in connection with an activity 
financed in whole or in part by Federal loans or grants; otherwise 
he is not. 

The restrictions applicable to State or local agency officers and em- 
ployees falling within the scope of this rule of jurisdiction prohibit the 
following: 

(1) Use of official authority or influence for the purpose of interfiling 
with an election or a nomination for office, or affecting the result 
thereof. 

(2) Directly or indirectly coercing, attempting to coerce, command- 
ing, or advising any other such officer or employee to pay, lend, or 
contribute any part of his salary or compensation or anything else of 
value to any party, committee, organization, agency, or person for 
political purposes. 

(3) Active participation in political management or in political 
campaigns. 

The first two restrictions are self-explanatory and the third covers 
the same activities that are described in part IV of this pamphlet. 


VII. Federal Officers or Employees 
Holding Local Office 

While the Hatch Act and the civil-scrvice rule prohibit Federal em- 
ployees from being candidates for local elective office except in the in- 
stances mentioned in part B, above, there also must be considered 

19 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


those instances in which a Federal officer or employee wishes to accept 
an appointive office under a State cr local government or in which a 
State or local officeholder wishes to accept Federal employment and 
does not wish to relinquish his State or local office or position. In these 
latter instances the mere holding of the local office in the absence oi 
facts showing partisan political activity would not constitute a viola- 
tion of the Hatch Act; however, the terms of an Executive order dated 
January 17, 1873, must be applied. 

EXECUTIVE ORDER OF JANUARY 17, 1873 

In general, this order prohibits persons from accepting or holding any 
of Iice'or position under a State, Territorial, or municipal government 
at the same time that they hold Federal civil office by appointment. 

Certain specific exceptions to this general prohibition arc sot forth in 
the original order and in subsequent amending orders, and it has been 
ruled that unless a position or office is specifically listed as an exception, 
it must bo viewed as within the prohibitions of the order of 1S73 (25 
Dee. Comp. Treas. 234). 

Also, during the period of the national emergency, Executive Order 
No. 8516 of August 15, 1940, is in effect. This order suspends and makes 
inoperative ' e Executive order of January 17, 1S73, insofar as the 
United States Civil Service Commission shall by regulation authorize 
appointments to positions directly concerned with the national defense. 
The Commission has by formal action under the authority of the Exec- 
utive order of August 15, 1940, decided that the Executive order of Jan- 
uary 17, 1S73, is not to be applied to persons appointed subsequent 
to August 15, 1940, to positions declared by the Commission to he 
directly concerned with tlie national d dense. 

Note. — These Executive orders are no longer effective insofar as 
tliey conflict with the political-activity restrictions of section 9 
(a) of the Hatch Act, and are not to be construed as permitting 
officers and employees in the executive branch of the Federal 
Government to become candidates for any elective office that is 
to be fdlcd in an election involving candidates who are either 
directly or indirectly representing a political party. 

The Executive order of January 17, 1873, is in full force and effect as 
applied to Federal employees holding positions not directly concerned 
with the national defense and to persons appointed to the Federal 
service prior to August 15, 1940. It reads as follows: 

Whereas it has been brought to the notice of the President of the United Stales 
that many persons holding civil office by appointment from him or otherwise under 
the Constitution and laws of the United States while holding such Federal positions 
accept offices under the authority of the States and Territories in which they reside 
or of municipal corporations, under the charters and ordinances of such corpora- 
tions, thereby assuming the duties of the State, Territorial, or municipal office at 
the same time that they are charged with the duties of the civil office held under 

Federal authority: , 

And whereas it is believed that, with but few exceptions, the holding of two such 
offices by the same person is incompatible with a due and faithful discharge of the 
duties of either office; that it frequently gives rise to great inconvenience, and often 
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authority grunted by the Executive order can in no way bo construed as authoriz- 
ing any person subject to such political activity restrictions to become a candidate 
for election or re-election to any public elective office which is to bo filled in an 
election involving party candidates. 

EXECUTIVE ORDERS CREATING EXCEPTIONS TO THE 
EXECUTIVE ORDER OF JANUARY 17, 1873 

Federal employees are again cautioned that the authority conferred 
by these orders is subject to the general restrictions of the Hatch 
Act, Thus, these orders do not authorize Federal employees to be can- 
didates for any elective office that is to be filled in an election in- 
volving party candidates for public office. 

A brief summarization of those orders is as follows: 

Employees of the Department of Agriculture. — Officers and employees of the 
Department of Agriculture are authorized to hold State and Territorial positions 
when such action is deemed necessary by the Secretary of Agriculture to Secure a 
more efficient administration (Executive order of June 20, 1007). 

Collectors of cotton statistics, Bureau of the Census. — State and county officials 
may he appointed special agents under the Bureau of the Census for the collection 
of cotton statistics (Executive order of August 4, 1909). 

Moderators of town meetings. — The temporary office of moderator of a town 
meeting and oflices of a like character are excepted from the operation of the order 
of January 17, 1873 (Executive order of August 24, 1912). 

Employees of the Reclamation Service and the National Park Service. — Em- 
ployees of the Reclamation Service and the National Park Service may, with the 
approval of the Secretary of the Interior, accept appointments as deputy State 
fish or game wardens, if no compensation is attached to the position (Executive 
order of July 9, 1914). 

Lighthouse Service — Laborers. — Laborers in charge of lights in the Lighthouse 
Service 6 are excepted from the operation of the order of January 17, 1873 (Exec- 
utive order of October G, 1915). * 

Special agents, Department of Labor. — Persons holding State, Territorial, or 
municipal positions may be appointed as special agents when such action is deemed 
necessary by the Secretary of Labor to secure a more efficient administration of any 
law coining within the purview of the Department of Labor (Executive order of 
January 2, 1923). 

Employees of the Veterans’ Administration. — Officers and employees of the 
United States Veterans' Administration serving in a medical capacity and on a 
part-time basis may with the consent of the Administrator hold State, county, or 
municipal positions in which employed in a medical capacity. Officers and employ- 
ees of the United States Veterans’ Administration may with the consent of the 
Administrator accept appointments under State, county, or municipal authority 
as deputy sheriffs (Executive order of August G, 1924). 

Employees of the Alaska Railroad. — Employees of the Alaska Railroad, perma- 
nently residing in municipalities on the line of the railroad, are permitted to 
become candidates for and hold municipal office therein (Executive order of 
October 22, 1926). 

Appointments in the Department of Commerce. — Persons holding State, Terri- 
torial, or municipal positions may receive, unless prohibited by law, appointments 
under the Department of Commerce when the Secretary of that Department 
deems such employment necessary to secure more efficient administration of the 
duties of his department (Executive order of July 3,1931). 

Officers of the Public Health Service. — Officers of the Public Health Service 0 are 
permitted, upon recommendation of the Surgeon General of the Public Health 
Service, and the approval of the Secretary of the Treasury, to hold office in State, 
Territorial, or local health organizations, in order to cooperate with and aid State, 

i The Lighthouse Service 1ms been consolidated with the Coast Guard, Treasury Department. 

o The Public Health Service is now under tho Federal Security Agency. 
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Territorial, or local health departments; and State, Territorial, or local health 
officials or employees arc permitted, unless prohibited by law, to hold otliec in the 
Public Health Service when the Surgeon General and the Secretary of the Treasury 
deem such employment necessary to secure a more efficient administration of the 
duties imposed upon the Public Health Service (Executive order of August 31, 
1931). 

Officers under municipalities of the Virgin Islands. — Membership in the Colonial 
Council of the Municipality of St. Thomas and St. John, or in the Colonial Council 
of the Municipality of St. Croix, Virgin Islands, being unremunerative positions, 
shall not be deemed disqualification for employment in the Federal service of the 
Virgin Islands, notwithstanding the Executive order of January 17, 1S73, provided 
it does not interfere with the efficient discharge of the duties of the Federal position, 
of which the head of the department under which the position is held will be the 
judge (Executive order of February 27, 1933). 

Employees of the National Park Service. — Employees of the National Park 
Service are permitted, with the approval of the Secretary of the Interior, to accept 
appointments as deputy sheriffs under the laws of the States or Territories in which 
such employees may be on duty: Provided , That their services as such deputy 
sheriffs shall be without compensation and shall not in any manner interfere or 
conflict with the performance of their duties as employees of the National Park 
Service (Executive order of April 3, 1930). 

Medical officers, Indian Service. — Officers and employees of the Indian Service, 
Department of the Interior, serving in a medical or sanitary capacity, either on a 
part-time or full-time basis, may hold, with the consent of the Secretary of the 
Interior, State, county, or municipal positions of a similar character: Provided , 
That such services shall notin any manner interfere or conflict with the perform- 
ance of their duties as officers or employees of the Indian Service: And provided 
further, That there shall be no additional compensation when the Federal officer 
or employee is carried on a full-time basis (Executive order of May 13, 1930). 

District advisers in the Department of the Interior under the act of June 28, 
1934. — State, county, or municipal officers, when duly elected by qualified voters 
of a grazing district, may be appointed by the Secretary of the Interior to serve 
as district adviser under the act of June 28, 1934.(48 Stat. 1209), as amended by 
the act of July 14, 1939 (Public, No. 173, 70th Cong.), for intermittent duty, when 
the Secretary of the Interior deems such services necessary in the interest of 
grazing on public lands (Executive order of June 17, 1937). 

Immigration inspector, Department of Labor, Virgin Islands. — Officers and em- 
ployees of the Municipalities of St. Thomas and St. John or of the Municipality 
of St. Croix, Virgin Islands, may be appointed to the position of immigration 
inspector for the Virgin Islands (Executive order of November 0, 1937). 

Employees of the Department of the Interior. — Officers and employees of the 
Interior Department, upon approval of the Secretary of the Interior, may hold 
office under State, Territorial, and municipal governments engaged in cooperative 
and related work with the Department, provided that the services to be per- 
formed pertain to such work and do not interfere with the performance of the 
Federal duties. State, Territorial, and municipal employees engaged in cooperative 
and related work with the Interior Department may be appointed in the Depart- 
ment of the Interior when the Secretary deems such employment necessary to 
secure more efficient administration of said work. Appointments of such officers 
and employees to positions subject to the civil-service laws must be made in accord- 
ance with such laws (Executive order of January 21 ,1938). 

Employees of the United States Marshal for the Virgin Islands. — Any officer or 
employee of the police or prison departments of the Territorial and municipal 
governments of the Virgin Islands may be appointed to the position of deputy 
or any other position in the office of the United States Marshal for the Virgin 
Islands (Executive order of May 24,1938). 

Employees of the Division of Grazing, Department of the Interior. — Employees 
of the Division of Grazing of the Department of the Interior, with the approval 
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of (.1 10 Secretary may accept appointment as deputy fire warden, deputy fish 
\\ aid cn, or deputy game warden under the States in which such employees nuiv 
l)c on duty, provided that their services in the State position are without conmon 
sation aw 0 not interfere with the performance of the d,,fe S S 
position v . .ecu live order of August 4, 1038). 

School teachers and instructors. — Officers and employees of the Federal Govern- 
ment may hold positions as teachers or instructors in any Slate, Territorial or 
municipal school or university, provided, that their holding of such position shall 
not in any manner interfere or conflict with the performance of their duties during 

- ~ °' *"• 

Employees of the Social Security Board, Federal Security Agency — Officers and 
employees of the Social Security Board, Federal Security Agency upon reeom 
nicmlatiO" of the Board and approval of the Federal Security Administrator may 
hold oil.ce understate, Territorial, and municipal governments engaged h, cooper 
ativo and related work with tile Board, ns authorized by Federal and State laws 
provided that the services to lie performed pertain to such work and do not in any 
manner interfere or conflict with tile performance of tile Federal duties State 

wTh ih Ild «| m “ n i o 1 ** 0 . (fic ?r s or employees engaged in cooperative and" related 
0 V Social Security Board may accept appointment in and servo under 

the Social Security Board when the Board and the Administmtir deem n I 
employment necessary to secure a more efficient administration of the duties 
imposed upon the Social Security Board, provided that the appointment of nnv 
sue officer or employee to a position subject to civil service laws under the Sec id 
Secunty Board shall be made in accordance with civil service laws rule, and 
regulations (Executive order of April 29, 1940). ’ UJ ’ a d 

Employees of the Bureau of Reclamation, Department of the Interior Em 

ployecs of the Bureau of Reclamation, with the approval of the Secretary of the 

OT Twrito P?,nt “ en ^ T C0 7 tablos 0r deputy • sl,cri(rs mitler the laws 
the States oi Icintones in which such employees may be on duty provided 

Ihat their services as such constables or deputy sheriffs shall be without comnen- 
Mition and shall not in any manner interfere or conflict with the performance of 
then- duties as employees of the Bureau of Reclamation (Executive order of April 

Employees of the United States Atomic Energy Commission. — Officers and cm 
poyees o the Atomic Energy Commission, with the approval of the GonoS 
Managei thereof or one of lus designees, may hold State or local offices under I ho 
laws of the States in which such employees may be oil duty, provided that the 
k°“ CI ’ a i. Mana |j er or his designee shall determine in each instance that holding 
H O rln f-n ° of ia ? 0t m any manncr interfere or conflict with the performance of 
March 15, 1949) “ employees of tho Commission (Executive order of 

Offices under municipality of Norris, Tennessee.— Officers and employees nf 
departments, offices, and agencies, including corporations, in or under the execu 
tive branch of the Government of the United States who are residents of the 
City of Norris, Penn., may hold municipal office under the laws of the Stale 
of Tennessee and the applicable laws and ordinances of the City of Norris Tenn 
provided that m each instance the Federal agenev concerned shall approve the 
ho Idmg of such office by the Federal officer or employee involved mid Si do 
nm e hat the holding of such office will not in any manner interfere or conflict 

End 1 0rinau ?/r tho dllfcies of such P crson as an officer or employee of the 

Tedtial Government (Executive order of May 0, 1949). *■ ’ e 

Note.— U tilisation of service of State and local officers.— Tho heads 
0 , a m,1 « ber of Federal agencies are authorized by specific 
statutes to employ tho services of State and local officers. 
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VIII. Criminal Law Violations and 
Related Subjects 

In addition to being restricted by the act of August 2, 1939 (as 
amended), civil-service rules, Executive orders, and departmental 
regulations, the freedom of officers and employees of the executive 
civil service to engage in politics is limited by a number of statutes. 
These statutes are generally applicable to all officers and employees 
of the United States, whether or not in the competitive service, and, 
in some cases, the language of the statute is sufficiently broad to in- 
clude any person receiving compensation for services from money 
derived from the Treasury of the United States, and other persons. 
These statutes are set forth in the following sections. Some of the 
activities prohibited under penalty of fine and imprisonment are: 

(1) Solicitation or receipt of political contributions by one officer 
or employee from another. 

(2) The giving or handing over of a political contribution by one 
employee to another. 

(3) Solicitation or receipt of political contributions in a Federal 
building by any person, whether or not an employee of the Govern- 
ment. 

(4) Solicitation or receipt by any person of political contributions 
from any person receiving any benefit under any act of Congress 
appropriating funds for relief. 

(5) Solicitation or receipt of any thing of value, either for per- 
sonal reward or as a political contribution, in return for the promise 
to use, or the use of, influence to secure an appointive office under 
the United States. 

(6) Payment or the offer of payment for the use of influence in 
securing appointive office under the United States. 

(7) Promising employment, compensation, or other benefit made 
possible by act of Congress as consideration or reward foi political 
activity. 

(8) Discrimination by an officer or employee in favor of, or against, 
another officer or employee on account of political contributions. 

(9) Depriving any person on account of race, creed, color, or politi- 
cal activity, of compensation or other benefit made possible by any 
act of Congress appropriating funds for relief. 

(10) Disclosure for political purposes of any list or names of per- 
sons receiving benefits under an act of Congress appropriating funds 
for relief and the receipt of such a list or names for political purposes. 

POLITICAL ASSESSMENTS 
Solicitation of Political Contributions 

The United States Code, title 18, section 602, reads as follows: 

Whoever, being a Senator or Representative in, or Del .ate or Resident Com- 
missioner to, or a candidate for Congress, or individual elected as, Senator, 
Representative, Delegate, or Resident Commissioner, or an officer or employee 

26 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 




Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


of the United SI.ait.os or any department or agency thereof, or u person receiving 
any salary or compensation for services from money derived from the Treasury 
of the United States, directly or indirectly solicits, receives, or is in any manner 
concerned in soliciting or receiving, any assessment., subscription, or contribution 
for any political purpose what, ever from any other such officer, employee, or 
person, shall be fined not more than $5,000 or imprisoned not more than three 
years, or both. 

Solid lut ion From Benefit Recipients 

The United States Code, title 18, section 004, reads as follows: 

Whoever solicits or receives or is in any manner concerned in soliciting or receiv- 
ing any assessment, subscription, or contribution for any political purpose from 
any person known by him to bo entitled to, or receiving compensation, employ- 
ment, or other benefit provided for or made possible by any Act of Congress ap- 
propriating funds for work relief or relief purposes, shall be fined not more than 
$1,000 or imprisoned not more than ono year, or both. 

Furnishing List of Benefit Recipients 

The United States Code, title IS, section 005, reads as follows: 

Whoever, for political purposes, furnishes or discloses any list or names of 
persons receiving compensation, employment or benefits provided for or made 
possible by any Act of Congress appropriating, or authorizing the appropriation 
of funds for work relief or relief purposes, to a political candidate, committee, cam- 
paign manager, or to any person for delivery to a political candidate, committee 
or campaign manager; and 

Whoever receives any such list or names for political purposes — 

Shall be fined not more than $1,000 or imprisoned not more than ono year, or 
both. 

Circulars of Solicitation Bearing Names of Federal Employees 

In an opinion of October 17, 1902 (24 Op. 133), the Attorney General 
held that the sending of a circular letter by a political committee to 
Federal ofFicers and employees soliciting financial aid in Congressional 
or State elections, upon or attached to which appear the names of Fed- 
eral officers or employees, is a violation of section 11 of the Civil 
Service Act (now sec. 602, title IS, of the U. S. Code), which declares 
that no officer or employee of the Government shall be in any manner 
concerned in soliciting or receiving any assessment or contribution for 
any political purpose whatever from any officer or employee of the 
United States. The statute unquestionably condemns all such circulars, 
notwithstanding the particular form of words adopted, in order to show 
a request rather than a demand, and to give the responses a quasi- 
volu n fcary clmrac ter. 

“Political Assessments” Defined 

The following is an extract from the decision in United States v. 
Scott (74 Fed. 213), in the Circuit Court of the District of Kentucky, 
rendered October 7, 1895, by Taft, J.: 

To charge a man with soliciting a contribution from United States officers for a 
political purpose carries with it by implication a charge that the accused know the 
purpose for which the contribution was solicited. The words “for a political pur- 
pose” may reasonably be construed to qualify not only the contribution but the 
solicitation. Similarly, to charge that a man received from another his contribution 
for a political purpose, by implication charges that the reception was for the same 
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purpose as Ibo contribution. * * * Nor was it necessary to sol out tho Hjjotsiilc 
averment Unit tho defendant knew Unit tins persons from whom the contributions 
wore received were ollicers of t he United States. 

Tlio following extract is from the decision rendered by McCall, J., 
in the case of United Staten v. Dutro , L, W., 1913, Western District of 
To i m essoo (un re] >o r toil ) : 

The statute under which the indictment was found prohibits (and I shall speak 
of this concrete case) the postmaster at Memphis, Tenn., from receiving, or being 
in any manner concerned in receiving, any assessment, subscription, or contribu- 
tion for any political purpose whatever from any official, clerk, or employee of the 
United , States. 

There are four counts in the indictment. Two of them charge the defendant with 
receiving subscriptions and contributions for political purposes from an officer, 
clerk, or employee of the United States, and two of them charge defendant with 
being concerned in receiving such assessment or subscription for political purposes 
from a clerk or employee of the United St ates. 

Evidently one of the purposes of Congress in enacting the legislation was to 
prohibit superior officers from bringing pressure to bear upon their subordinates 
in order to secure contributions for campaign purposes, and the act is couched in 
very broad terms. 

Tills evidence (which so far is uncoutrudictcri) shows that the defendant, 
Mr. Dutro, did receive two cont ributions for campaign purposes from an officer or 
clerk or employee of the United States. Whatever may have been Mr. Dutro's 
frame of mind in regard to his connection with it, tho one fact remains, as the evi- 
dence .shows, that, he received these contributions for the purposes and from the 
parties which the law prohibits. Perhaps and no doubt lie did .so without any 
thought that ho was violating any statute, and felt that he was acting purely as a 
conveyor of these contributions to tho political parties for whom they wore in- 
tended, to accommodate those who were making the contributions, and purely as 
a personal matter, but 1 think under the evidence his action was in violation of 
the statute. 

The other two counts, as 1 have pointed out, charge the defendant with being 
concerned in receiving assessments, subscriptions, or contributions for campaign 
purposes from a clerk, employee, or o/iioer of the United States. There is a contro- 
versy hero between counsel as to what the word ‘‘concerned** means. From what 
the law books say which have been read here, and from my own impression, it 
seems that tho word “concerned” means to be interested in, or take part in, receiv- 
ing such contributions. If Mr. Dutro, by his connection with these two subscrip- 
tions, took apart in the contributions being made by employees of the Government 
for campaign purposes, he would be guilty. I think the natural construction of the 
phrase or term. or word necessarily leads to the conclusion that he did take a part in 
receiving tho contributions, because lie received and conveyed them from tho con- 
tributors to tho parties for whom they wore intended, and, as the proof so far shows, 
he know that the parties who were making tho cont ributions were clerks under him 
in the Post Oflicc Department, and he know the purpose for which the money was 
to be used and where it was to go. 

The foregoing case definitely establishes the principle that an 
employee of the Government who receives a political contribution 
from another such employee as a mere agent or messenger for the 
purpose of turning it over to a political organization commits a- 
violation of the statute. 

Solicitation or Receipt of Political Contributions in 
Federal Buildings 

The United States Code, title IS, section (503, reads as follows: 

Whoever, in any room or building occupied in [he discharge of official duties by 
any person mentioned in section 002 of this title, or in any navy yard, fort, or 
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arsenal, solicits or receives any contribution of money or other thing of value for 
any political purpose from any such person, shall be fined not more than $5,000 
or imprisoned not more than three years, or both. 

Loiters Addressed U> Federal Buildings 

The Commission by a minute of March 23, 1897, held that address- 
ing a letter to a Government employee in a Government building 
soliciting political contributions is a solicitation in that building, but 
notwithstanding numerous violations no opportunity arose of having 
the question judicially determined until 1907, when an indictment 
was obtained against Edward S. Thayer at Dallas, Tex. A demurrer 
to the indictment was sustained on the ground that the act required 
the personal presence in the Government building of the solicitor. 
Appeal was taken to the Supreme Court, and the judgment of the 
lower court was reversed. ( United Slates v. Thayer, 209 U. S. 39.) The 
opinion of the Court, delivered by Justice Holmes on March 9, 1908, 
establishes definitely the proposition that solicitation by letter or cir- 
cular addressed to and delivered by mail or otherwise to an officer or 
employee of the United States at the office or building in which he is 
employed in the discharge of his official duties is a solicitation “in a 
room or building” within the meaning of this section, the solicitation 
taking place where the letter was received. (See also United Stales v. 
Smith, 1 03 Fed., 92G, where the letter was personally delivered.) 

Letters Delivered in Federal Buildings 

The Commission holds that the sending through the mails of letters 
to Government employees soliciting political contributions, tlicir 
street or home address being omitted from the envelopes with the 
result that the letters are delivered by the postal authorities in the 
Government building in which they are employed, constitutes a viola- 
tion of section 603 of the Code. It is a maxim of the law that a person 
is presumed to intend the natural and probable consequences of his 
acts, and failure or omission to take measures to avoid delivery of such 
letters in a Government building will render the offender liable to 
prosecution. 

Discrimination on Account of Political Contributions 

The United States Code, title 18, section 600, reads as follows: 

Whoever, being one of the o dicers or employees of the United States mentioned 
in section 602 of this title, discharges, or promotes, or degrades, or in any manner 
changes the official rank or compensation of an}' other officer or employee, or 
promises or threatens so to do, for giving or withholding or neglecting to make any 
contribution of money or other valuable thing for any political purpose, shall be 
fined not more than $5,000 or imprisoned not more than three years, or both. 

Payment of Political Contributions by One Employee to Another 

The United States Code, title 18, section 607, reads as follows: 

Whoever, being an officer, clerk, or other person in the service of the United 
States or any department or agency thereof, directly or indirectly gives or hands 
over to any other odicer, clerk, or person in the service of the United States, or 
to any Senator or Member of or Delegate to Congress, or Resident Commissioner, 
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any money or other valuable thing on account of or to be applied to the promotion 
of any political object, shall be lined not more than $5,000 or imprisoned not 
more than three years, or both. 

POLITICAL COERCION 

t Section 2, clause second, of the Civil Service Act directs that the 
civil-service rules “shall provide and declare as nearly as the condi- 
tions of good administration will warrant, as follows: * * * 

Sixth. That no person in said service lists any right to use his official 
authority or influence to coerce the political action of any person or 
body.” In pursuance of this section, Civil Service Rule IV, section 
4.1, provides, in part, that “Persons in the executive branch * * * 

shall not use their official authority or influence for the purpose of 
interfering with an election or affecting the result thereof.” This pro- 
vision applies to all persons in the executive civil service, and is held 
to prohibit a superior officer from requesting or requiring the rendi- 
tion of any political service or the performance of political work of 
any sort by subordinates. 

Intimidation and Coercion of Voters in Elections 
of Certain Officers 

I he United States Code, title IS, section 594, reads as follows: 

Whoever intimidates, threatens, coerces, or attempts to intimidate, threaten, 
or coerce, any other person for the purpose of interfering with the right of such 
other person to vote or to vote as he may choose, or of causing such other person 
to vote for, or not to vote for, any candidate for the oflice of President, Vice Presi- 
dent, Presidential elector, Member of the .Senate, or Member of the House of Rep- 
resentatives, Delegates or Commissioners fre: the Territories and Possessions, 
at any election held solely or in part for the ; „rpose of electing such candidate) 
shall be fined not more than $1,000 or imprisoned not more than one year, or both. 

Administrative Employees of United States or Any State 
Use of Official Authority To Influence Elections 

The United States Code, title 18, section 595, reads as follows: 

Whoever, being a person employed in any administrative position by the United 
States, or by any department or agency thereof, or by the District of Columbia or 
any agency or instrumentality thereof, or by any State, Territory, or Possession 
of the United States, or any political subdivision, municipality, or agency thereof, 
or agency of such political subdivision or municipality (including any corporation 
owned or controlled by any State, Territory, or Possession of the United States or 
by any such political subdivision, municipality, or agency), in connection with 
any activity which is financed in whole or in part by loans or grants made by the 
United States, or any department or agency thereof, use his official authority for 
the purpose of interfering with, or affecting, the nomination or the election of any 
candidate for the office of President, Vice President, Presidential elector, Member 
of the Senate, Member of the House of Representatives, or Delegate or Resident 
Commissioner from any Territory or Possession, shall be fined not more than 
$1,000 or imprisoned not more than one year, or both. 

This section shall not prohibit or make unlawful any act by any officer or 
employee of any educational or research institution, establishment, agency, or 
system which is supported in whole or in part by any State or political subdivision 
thereof, or by the District of Columbia or by any Territory or Possession of the 
United States; or by any recognized religious, philanthropic, or cultural organi- 
zation. 
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Use of Official Authority in Coercing Voters 

The United States Code, title IS, section 59S, reads as follows: 

Whoever uses tiny part of any appropriation made by Congress for work relief, 
or for increasing employment by providing loans and grants for public-works 
projects, or exorcises or administers any authority conferred by any Appropria- 
tion Act for the purpose of interfering with, restraining, or coercing any individ- 
ual in the exercise of his right to vote at any election, shall be fined not more than 
$1,000 or imprisoned not more than one year, or both. 

POLITICAL DISCRIMINATION 

Failure To Con tribute or Render Political Service Not Prejudicial 

Section 2, elausp second, of the Civil Service Act reads as follows: 

Fifth, that no person in the public service is for that reason under any obliga- 
tions to contribute to any political fund, or to render any political service, and 
that he will not be removed or otherwise prejudiced for refusing to do so. 

Section 4 of the act of August 2, 1939, 53 Stat. 1147 (U. S. Code, 
title IS, section 01c), reads as follows: 

It shall be unlawful for any person to deprive, attempt to deprive, or threaten 
to deprive, by any means, any person of any employment, position, work, compen- 
sation, or other benefit provided for or made possible by any act of Congress 
appropriating funds for work relief purposes, on account of race, creed, color, or 
any political activity, support of, or opposition to any candidate or any political 
party in any election. 

Deprivation of Employment, Compensation, or Other Benefit 

The United States Code, title 18, section 001, reads as follows: 

Whoever, except as required by law, directly or indirectly, deprives, attempts 
to deprive, or threatens to deprive any person of any employment, position, work, 
compensation, or other benefit provided for or made possible by any Act of 
Congress appropriating funds for work relief or relief purposes, on account of 
race, creed, color, or any political activity, support of, or opposition to any candi- 
date or any political party in any election, shall he fined not more than $1,000 
or imprisoned not more than one year, or both. 

Politics Not To Be Considered in Filling Vacancies 

Section 4.3 of Civil Service Rule IV reads as follows: 

In his discretion an appointing officer may fill any position by appointment 
through the competitive system from a certificate of cligibles issued under author- 
ity of the Commission, or by promotion, demotion, reassignment, transfer, rein- 
statement, or restoration in accordance with the Civil Service Regulations. He 
shall exercise his discretion in all personnel actions solely on the basis of merit 
and fitness and without regard to political or religious affiliations, marital status, 
or race. 

PURCHASE AND SALE OF PUBLIC OFFICE 
Oiler To Procure Appoin tive Public Ollicc 

The United Slates Code, title 18, section 214, reads as follows: 

Whoever pays or offers or promises any money or thing of value, to any person, 
firm, or corporation in consideration of the use or promise to use any influence 
to procure any appointive office or place under the United States for any person, 
shall be fined not more than $1,000 or imprisoned not more than one year, or both. 
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Acceptance or Solicitation To Obtafn Appointive Public Office 

I bo United States Code, title 18 , section 215 , roads ns follows: 


Whoever solicits or receives, either as a political contribution, or for personal 
emolument, any money or thing 0 f value, in consideration of the promise of 

nln^ 01 ’ ? r IT \ 1C q C0 111 for any person any appointive ollice or 

plate under the United States, shall be lined not more than $1,000 or imprisoned 
not more than 011 c year, or both. 1 ° lca 


Promise of Employment, Compensation, or Other Benefit 

Ibo United States Code, title 18 , section 600 , reads as follows: 


Whoever, directly, or indirectly, promises any employment, position, work, 
compensation, or other benefit, provided for or made possible in whole or in part 
by imy Act of Congress, to any person as consideration, favor, or reward for any 
poll lica activity or for the support of or opposition to any candidate or any 
political piuty in any election, shall bo lined not more than $1,000 or imprisoned 
not more than one year, or both. 1 LU 
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RESTRICT® 

See ur:i. ty Information 


2 April 1952 


MEMORANDUM FOR : Deputy Directors 

Assistant Dj rectors 
Office Heads 

Referring bo the attached Notice, there is transmitted 
herewith a copy of the Civil Service . Commission pamphlet, ’’Political 
Activity of Federal Officers and Employees . ” 


25X1A 


Enclosure: 1 pamphlet 
CIA Notice 



DISTRIBUTION NO. 1 


1 

j 

! RESTRICTED 

| Security Information 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


HOTICE^^ 

IHHH 1 April 1952 

SUBJECT: Attendance at Ceremonies in Honor of Her Majesty the Queen 
of the Netherlands and. His Royal Highness the Prince of the 
Netherlands . 

1- '• L ' he following memorandum from the White House, dated 25 March 
1952 is quoted below for your information: 

"THE WHITE HOUSE 

Washington 

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES 

Ceremonies have been planned to pay tribute to Her Majesty the Queen 
of *ohe Netherlands and His Royal Highness the Prince of the Netherlands, 
who will arrive in Washington on April second for the purpose of making an 
official visit to the United States. 

Her Majesty and His Koyal Highness will arrive at the Military Air 
Transport Terminal, National Airport, at 4:00 p.m. on Wednesday, April 
second, where there will be a brief ceremony . After crossing the Memorial 
Bridge and rounding bile Lincoln Memorial, they will proceed along Twenty- 
third Street to Constitution A/enue (expected to arrive at Constitution. 
Avenue at approximately 4:30 p.m.), east on Constitution Avenue to Twelfth 
Street, north on Twelfth Street to Pennsylvania Avenue, west on Pennsylvania 
Avenue tu the District Building at Fourteenth Street and Pennsylvania 
Avenue, where they will be officially welcomed and presented with the key 
to the City of Washington. They will then continue along Pennsylvania 
Avenue to Fifteenth Street, north on Fifteenth Street to Pennsylvania Avenue 
west on Pennsylvania Avenue to the White House. 

It is desired that as many Government employees air. possible have the 
opportunity to extend their greetings bo Her Majesty and His Royal Highness, 
lor the accomplishment of this purpose, the President has indicated that the 
Heads of the Departments and Agencies shall excuse from work those employees 
whose sex vices can be spared, without charge to annual leave, for such time 
as Is required to greet Her Majesty and His Royal Highness on April second. 

/a/ DONALD S. DAWSON 
Administrative Assistant 
to the President 
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2. All employees whose services can be spared without unduly 
impairing the operations of the Office concerned may be excused for 
time as is required for the accomplishment of this purpose. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



WALTER "REID W0L& 
Deputy Director 
(Administration ) 


DISTRIBUTION NO. 1 


- 2 - 
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THE WHITE HOUSE 

WASHINGTON 


March 25, 1952 


TO THE HEADS OP EXECUTIVE DEPARTMENTS AND AGENCIES 


Ceremonies have been planned to pay tribute to Her 
Majesty the Queen of the Netherlands and His Royal Highness 
the Prince of the Netherlands, who will arrive in Washington 
on April second for the purpose of making an official visit 
to the United States* 


Her Majesty and His Royal Highness will arrive at 
the Military Air Transport Terminal, National Airport, at 
4:00 p.m. on Wednesday, April second, where there will be a 
brief ceremony* After crossing the Memorial Bridge and 
rounding the Lincoln Memorial, they will proceed along Twenty** 
third Street to Constitution Avenue (expected to arrive at 
Constitution Avenue at approximately 4:30 p.m*), east on 
Constitution Avenue to Twelfth Street, north on Twelfth Street 
to Pennsylvania Avenue, west on Pennsylvania Avenue to the 
District Building at Fourteenth Street and Pennsylvania Avenue, 
where they will be officially welcomed and presented with the 
key to the City of Washington* They will then continue along 
Pennsylvania Avenue to Fifteenth Street, north on Fifteenth 
Street to Pennsylvania Avenue, west on Pennsylvania Avenue to 
the White House# 


It is desired that as many Government employees as 
possible have the opportunity to extend their greetings to 
| Her Majesty and His Royal Highness* For the accomplishment 
j of this purpose, the President has indicated that the Heads 
j of the Departments and Agencies shall excuse from work those 
1 employees whose services can be spared, without charge to 
annual leave, for such time as is required to greet Her Majesty 
and His Royal Highness on April second# 


j* 






DONALD S* DAWSON 
Administrative Assistant 
to the President 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


25X1 A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


confidential 

Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 

SUBJECT: Efficiency Ratings, Officers. 


31 March 


_ P ... Tile importance of adequate and comprehensive reports of the 

to^ClTrnnnni f™ 5 '' Mavy ,' Air Forc ®> and Marlne Corps Officers assigned 
to CIA cannot lie overemphasized. These reports are the principal return 

“ e f£::YS iVe “ f° r «.ia orsJSlS) -« 

hif ' u i toave . a lar -reaching effect upon his future an a member of 



•4- *• Chiei, Military Personnel Division, is responsible for 
diachar G e of CIA obligations in this respect. He is 
chained with notifying supervisors when ratings are due’ providing 
them with procedural guidance concerning current practices in the 
several services, and with forwarding completed reports to the 
appropriate agencies. 

.. Ia cerfcain assignments, the organization of CIA will require 

that reports be rendered by civilian supervisors, or by officers of 

S ® 1VJX ® S ; ' rius should not be permitted to influence the quality 
°£ *, he report ln any way ’ Reports on Army and Air Force Officers 
whether prepared in letter form or otherwise, will be reviewed and 
endorsed by a senior military officer of the same parent service 
wherever possible before forwarding to the service agency concerned. 

4. It should be borne in mind that all supervisors, military 
and civilian, are themselves rated upon their ability to rate sub- 
ordinates. Hence all supervisors are enjoined to consult published 

, C ^- d i°’ familiarize themselves with information avail- 
able in the Military Personnel Division prior to accomplishing this 
essential function of personnel management. 


FOR THE DIRECTOR OF CENTRAL IN TELL IGENCE 


DISTRIBUTION NO. 3 


WALTER REID WOLF 
Deputy Director 
(Administration) 



CONFIDENTIAL 
Security Information 


ft. ’ifui&'ljk. 
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25X1A 


25X1A 


li /f 7 Socun'v (nlonrntion 

Vjpce Nlemorandum • united states 


GOVERNMENT 


TO 

FROM 


^ „ MPD-l/HHDH/rwg 

Chief, Organization and Methods Service, date: ,, /- -of.'? 

ATTN: Room 200, 2210 E St., N.W. 

Chief, Military Personnel Division 


subject: Publication of CIA Regulation and Notice 


1. Attached hereto are approved drafts of a new CIA Reg- 
ulation ■^^^■and a Notice from the Deputy Director (Admin- 
istration). Approval of both publications was effected by the 
DC/l, the DD/A, the DD/Personnel, and the Personnel Director on 

a memo from this office to the DD/A, subject: Officers' Efficiency 
Reports, dated 10 March 1952, Executive Registry No. 2-7120, 

2. It is requested that the new CIA Regulation 25X1A 

be published for distribution to branch levels of Divisions. 

3. It is further requested that the Notice from the DD/A 

be properly numbered and published for the same distribution, 
with an additional 1000 copies prepared for this Division* ;• 

FOR THE CHIEF, MILITARY PERSONNEL DIVISION: 


Attachments 



25X1 A 


CONFIDENTIAL 

Sficurifv Information 
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RESTRICTED 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington; D. C. 


NOTICE 


31 March 1952 


SUBJECT: Use of Agency Motor Pool Service 


1. The increase in the number of requests for transportation to 
the Central Motor Pool has reached such proportions that adequate service 
cannot be provided with present equipment and personnel . 

2. To provide for the most economical and efficient use of all 
Agency vehicles and chauffeur personnel; it is necessary to revise the 
present policy and procedures with respect to the use of vehicles and 
chauffeur personnel; including those assigned to offices. 

3* Each Assistant Director and Office Chief will immediately desig- 
nate a principal officer and one alternate to receive and handle all re- 
quests for local transportation originating within his Office. The 
officer or his alternate will arrange for group riding where possible 
and whenever possible will arrange for the use of the vehicle and 
chauffeur assigned to his Office. When the vehicle and chauffeur assigned 
to his Office are not available; he will then request the Central Motor 
Pool to provide service. 

4. As a suggestion to promote group riding; employees having business, 
outside of CIA in the same vicinity should whenever possible arrange their 
meetings at the same hour. 

5* It is requested that the names of all designees and their al- 
ternates be forwarded to the Chief, Administrative Service not later than 
k April 1952 . 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 


Deputy Director 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 


9 April 1952 


SUBJECT: Submission of Requisitions Requiring Purchase Action 
Chargeable to Funds Expiring 30 June 1952 


1„ To provide sufficient time for the orderly completion of 
purchase action on requisitions covering articles or supplies charge- 
able to funds expiring .30 June 1952, all activities shall submit to 
the Procurement and Supply Office, requisitions requiring purchase 
action of the categories listed below on or before the date indicated 
opposite thereto: 


T ype of Purchase 

Articles or supplies requiring 
all types of contract action 
by the Procurement and Supply 
Office. 

supplies 


Deadline Date for Submission 


CLASSIFIED - 
UNCLASSIFIED- 


15 April 1952 
1 May 1952 


25X1 A supplies 1 April 1952 

will continue to fill requisitions from in stoch 
items; however, their cut off date for FY-52 purchase was established 
in late March as 1 April 1952). 


Other supplies and services not 
falling in above categories 


1 June 1952 


2, Based on work load conditions every effort will be made to 
process emergency requisitions received after the above dates. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



WALTER REID WOLF ( 
Deputy Director 
(Administration ) 
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GTANDADD FCnM NO. G4 


FIDEMM 1501 

Office Memorandum'""' united states government 


^ • thief y Organization and Method s Service 

FROM : Chief of Procurement and Supply 
SUBJECT: Request for Publication of CIA Notice 


DATE: 


APR 7 ldW 


25X1A 


1 • Fox warded lieretvi tli is redraft of notice rrgar 'ding* the 
submission of requisitions requiring purchase' ’action chargeable 
fco funds expiring- 30 June 1952 . Your attention is called to the 
change in deadline date for submission of requisition® 
equipment and supplies. This change was necessary' inlsmuchT^T 
cut off date o t 1 April 1952 for IT-52 purchases from 
was established in late March. 

.• 2 l duplication in the form of a notice is desired in order that 
j£ interested personnel vail be advised regarding- deadline dates 
for submission of requisitions. The publication and distribution of 
Ihc notice at the earliest possible date is requested. 


25X1 A 
25X1A 


Attachment 




SECURITY 
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Office Memorandum • united states government 


to ; Chief , Or grrni nation and Method.'? •Sorvioo date: ^ f ,j. jC)g9 

from : Chief of Procurement and .Oupply Office 
SUBJECT: Request for Publication of 0.IA Notice 


1. PoTY/a rded herewith is draft of notice regarding ‘trie sifoMssion 
of requisitions requiring purchase action chargeable to funds e:roiring 
30 June 19 f# . The usual rush to obligate all the .funds left in the 
fiscal year appropriation right at the end of the year t and the delay 
to the last few days on the part of some activities in submitting their 
requisitions, mires it necessary that attached notice be published, 

2„ Publication in the form of a notice is desired in order that 
all Interested personnel will be advised regarding deadline dates for 
submission of requisitions , The publication and dis tribution of the 
notice at the earliest possible date is requested. 


Attachment 





r V^.vU 


SflAR 8? 1952 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 


NOTICE 


SUBJECT: 1952 Cancer Crusade 


24 March 1952 


1. The 1952 Cancer Crusade Tor the Central Intelligence 
Agency will begin cn 1 April and end 50 April 1952. 


2 . Cancer rema ins the No. 2 killer in the nation, With people 
of all ages being stricken by this dread disease. Money j.s needed 
to carry 011 the intensive .research now being aone in the hope that a 
cure can be found. 

3. It is hoped that all Agency employees will give to this 
worthy cause . Keymen .will Le available in each Office to receive 
contributions. All money received should be turned mi to the Per- 
sonnel Relations Branch, Room 10 4 , North Building, not later than 
30 April 1952. 


fill 

iKSpanwi 1 

lit 
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RESTRICTED 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


SUBJECT : Relocation of Fiscal Division 


2k March 1952 


1* Effective 29‘ March 1952, the Fiscal Division (heretofore 
located in Quarters Eye) will occupy t:..e following offices in "I" 
Building: 


OFFICE 

ROOM NO. 

TELEPHONE EXT. 

Office of the Chief 

1060 

532-3-4 

Accounting Branch 

16.13 

3462-3-4 

Claims Branch 

1609 

566-7 

Travel Branch 

1610 

2514-5 

Payroll Brunch 

1601 

2565 - 6-7 or 8153-4-5 

Fiscal Processing Branch 

1062 

2518-9 


2. All documents, including correspondence, notices, time and 
attendance reports, etc., destined for the Fiscal Division on or after 
29 March 1952 should be addressed to the appropriate "I" Building lo- 
cation. 



25X1A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 



WALTER REID WOLF f 
Deputy Director 
(Administration ) 
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NOTICE 


SUBJECT : Little Wagner Act 


19 March 19 $2 


A* _ A ® in currently before the Congress, H, R, 554, known as 
the Little Wagner Act, guarantees to representatives of Government 
employees, including unions, certain rights in negotiating and 
representing employees with Government agencies. Recently an amend- 
ment was adopted which exempts CIA and the FBI from such guarantees, 
ihis is m no sense discriminatory against unions, but is merely a 
normal security precaution similar to the exemption of CIA from the 
Classification Act* 


; It wel1 be, however, that questions will arise concern- 
mg the purpose and effect of this exemption. Any inquiries on this 
subject, telephonic or otherwise, should be referred without discus- 
sion to the General Counsel. 


m 

tef 




PL 

^IxiA 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 



Deputy Dirocto]/ 
( Admini st ration ) 
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CENTRAL INTELLIGENCE AGENCY 
Waoliln^ton, D. C. 


14 March 1952 

SUBJECT: New Location - Office of Training 


1. Effective IT March 1952 all divisions and branches ol 
the Office of Training located in Central Building, wrbb the Ac- 
cepts on of Orientation and Briefing Division, will be located in 
Wing 3 of Building "I". The Orientation and Briefing Division 
will remain in Room 117 > Central Building . 

2 . The Office of the Director of Training will be located in 
Room 1022, Building "I". 



(Administration) 
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SECRET 

Se c uri by I nf ormat ion 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 


SUBJECT: (a) CIA Personnel Notices 

(b) Kescission of CIA Regulation 



i. ( March 1952 


1. CIA Notices announcing appointments and designation of 
CIA officials will hereafter be issued by the Personnel Office. 
Personnel Notices will be numbered consecutively and the number will 
be preceded by the letter P, Notices No. P-1-52 and No. P-2-52 have 
already been issued. 

2. CIA Regulation is hereby rescinded anu should 

be removed from the Manual. 


3 . Additional copies of Personnel Notices may be obtained by- 
contacting the Personnel Office, .Extension 6 ll. 



Hi 
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DISTRIBUTION: All Holders of the 
CIA. Manual 
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CONFIDENTIAL 
bee ur A ty I nformat ion 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C\ 


25X1A 


SUBJECT: Name Bequests for Military Personnel 


11 March 1952 



He quests for military personnel 


by name will be discontinued. 


simoLrl5tf„' V*'- 

qualifications so that the’ Armed ° descri P tion and desired 

meet Agency requirements. lces CEn nominate individuals to 


3. Bequests, in paragraph 
suggested name of an individual 


2, above, may be accompanied by 
believed to meet requirements. 


a 


*0 R THE Dire CT0B OF CENTRAL INTELLIGENCE : 



Deputy Director (■ 
( Adrnini s t i‘atio n ) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


mmm 10 March 1952 

SUBJECT: Sixth Agency Orientation Course 
REFERENCE: CIA Regulation No.^^^^^ 

1 \ The offlce of Training will conduct the Sixth Agency Orientation 
Course in the Department of Agriculture Auditorium (Fifth Wing, South 
Agriculture Building, Independence Avenue near 14th Street) from 8 through 

l 1 a ' he pr0 £ ram wil1 be S in promptly at 0900 hours and continue 

to 1200 hours on each of these days. Schedules for the Sixth Course will 
be sent to each Office for distribution to those nominated to attend. CIA 
badges must be shewn to gain entrance to the auditorium. 

following policy governs attendanc^^h^gSc^rientatio^ourBeB : 

a. Mandatory for all employees, Grade GS-5 (or its equivalent) 
and above, who have not attended or completed any previous Agency 
Orientation Course or TRC Staff Indoctrination Course. Accordingly, 
Oil ice heads are directed to make their personnel available for one 
oi these quarterly Orientation Courses at the earliest possible 
occasion. 


g! 

ilf 


25X1A 


b. Office heaas may nominate fully-cleared employees in GS-4 
provided such employees are assigned to positions requiring general 
knowledge of Agency organization and operations. 

c * Office heads will submit to the Director of Training, prior 
to 21 March 1952, the exact number of employees nominated to attend, 
within the quota assigned each Office by the Director of Training. 

3. a. No arrangements can be made for those attending the course 
bo park in the vicinity of the South Agriculture Building, 

( b - Special Capital Transit chartered busses will leave the 
loop" at the north end of "M” Building at 0830 hours on the mornings 
of the course 00 take those persons wh ose offices are located in 
North, Central, South, "Q", "M”, and adjacent buildings 25X1 A 

to the auditorium. They will make a return trip to this point each 
day at noontime. 


- 1 - 
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c. Special Capital Transit chartered busses will leave from 
Gate 9 • in the rear of "K" Building, at 08^0 hours each morning of 
the course, to take persons whose offices are located in "I M , "J", 
"K" , and "L" Buildings, as well as "Quarters Eye" and adjacent 
Buildings, to the Auditorium. 


d. Special arrangements can be made for employees located in other 
buildings . 



Deputy Director ' 
(Administration) 
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STANDARD FORM N. ^ . DRA] 

Office Memorandum • united states government 


to 

VIA 

from 


Deputy Director (Administration) 
Chief, General Services 
Director of Training 


SUBJECT: 


ft*oposed CIA Notice Announcing the 
faixth Agency Orientation Course 


DATE: 7 March 1952 


1* It is r0con ®ended that the information in 
the attached draft be issued as a CIA Notice, 



Attachment; Draft of deposed CIA Notice, 

Subject: Agency Orientation Course 
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ill 25X1A 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 


NOTICE 



3 UB JEC T s Disco nt i nuanc e 


12 March 1952 
of Saturday Shuttle Busses 


/ 

1. For the past sixty days the greatest number of passengers 
transported on shuttle busses on any particular Saturday averaged 
less than one person per trip. In view of this fact, it is believed 
that adequate transportation can be provided by the Motor Pool with- 
out the use of busses on Saturdays . 

2. Accordingly^ effective Saturday, 15 March 1952, personnel 
requiring transportation on Saturdays in connection with official 
business may obtain same by calling the Motor Pool, Extension 684 . 

3. Saturday shuttle bus service will be discontinued on this 
same date. 



(Administration ) 
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r.r/NDARD torm no. G4 

Office Memorandum • united states government 

TO : Chief, General Cervices DATE: h March 19!?2 

from : Chief, Administrative Service 

subject: Discontinuance of Saturday Shuttle Busses. 


1 0 Our records indicate that there were no passengers 
carried on any shuttle bus on Saturday, 3 March 19!? 2. Like- 
wise, on Saturday, 23 February 19!?2, there were a total of 
four passengers all of whom were carried prior to 12:00 noon. 

2. VJe recommend that an Agency notice be issued notifying 
all employees that the shuttle busses will be discontinued on 
Saturdays. Employees requiring transportation in connection with 
official business may obtain same by calling the Motor Pool, 
Extension 68U. 


Enclosure 


HoVz ; 




5 1952 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 


NOTICE 



SUBJECT: Jury Duty 


8 March 1952 


1. particular attention is called to CIA Regulation 
paragraph K (2), which states in part: "It is Agency policy to en- 
courage jury service wherever possible without serious interference 
with Agency operations . M 

2. The number of personnel who have requested and been excused 
from jury duty appears to be inconsistent with Agency policy and has 
resulted in the Agency's having an unfavorable record in the Courts, 

3* In the future a request for excuse from jury duty will be 
submitted to the General Counsel by a Deputy Director, Assistant 
Director, or Office head only, and must contain a specific justifi- 
cation as to how temporary loss of the individual's services will 
"seriously interfere with Agency operations'" and why other arrangements 
to avoid such interference cannot be made. 



( Adm;i nistrat ion) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 



8 March 1952 


SUBJECT: Agency Telephone Directory 


1. The Administrative Service Office is required to issue the 
CIA Telephone Directory quarterly during the months of January, April, 

July and October. 

2. The cut-off date for the April 1952 issue will be 20 March 1952. 
Additions, deletions or changes for the directory, as reported on Personnel 
Information Cards and received in the Machine Records Branch through 20 
March 1952, will be reflected in the April issue. 

3. The efficiency of the CIA telephone service and tlie accuracy 
of the CIA Telephone Directory is dependent upon each Office reporting 
required personnel locator information as outlined in CIA Regulation No. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Deputy Director/ 

( Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


olJB JEo'T: Uso of Liquor in CIA Buildings. 


7 March 1952 


1. templiarce with the Public: Buildings Service rules and 
« emulations governing public buildings and ground:; by Agenev per- 
roiinei xs^urrected. A copy of these rules and regulations is posted 
Ule entrance to each Agency building. 


2 . 


Particular attention is invited to the following paragraph: 

U,7 ‘ LIQUORS ET C. Entering a public bull cl in-- or 

the driving of a motor vehicle in or on public" 
property by a person visibly under the influence 
of an intoxicating liquor or narcotic drug, or 
the consumption of such liquors ox - drugs within 
a puDlic building Is prohibited. " 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



WALTER REID WOLF 


Deputy Di .recto- 


7 


(Administration) 
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DRAFT... 


Office Memorandum • 


UNITED STATES GOVERNMENT 


to : Colonel White 

FROM : General Counsel 

SUBJECT: Liquor in Agency Buildings 


date.- 7 February 1952 


1. Reference is made to our conversation relating to Christmas 
parties, 

2, A copy of the rules and regulations governing public build- 
ings and grounds, published by the Public Buildings Administration, 
is posted at the main entrances to all Agency buildings. In effect, 
they prohibit intoxicated persons from entering the buildings and 
prohibit the consumption of liquor within the buildings. The penalty 
established is a fine of not more than or imprisonment for not 
more than thirty days or both, except that offenses committed against 
laws applying to the local area in which a public property is situated 
may be prosecuted in accordance with such laws. 

3. The regulation against liquor in public buildings is also 
contained in the proposed revision of the employee’s handbook which 
is now in the process of review, 

OGC/jGO/imm 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C." 


25X1A 


NOTICE 


6 March- 1992 


SUBJECT: Application of the Agency Pay Incase of 2k October 1951 
to Contract Personnel. ' 


1. Although CIA is specifically exempted from the provisions of 
the Classification Act of 19*1-9; the Director, as a matter of policy, 
has directed that the Agency adhere to the provisions of the Act 
insofar as possible* The recent legislative pay increase (P.L. 201) 
is an amendment to the Classification Act of 1949 and, as such, does 
not apply to CIA personnel. However, in accordance with previous 
policy, the Director approved similar increases for Agency employees 
effective 2k October 1951. 

2. This is not necessarily true of persons engaged under con- 
tract by CIA, Many, If not most, of such persons are not employees 
but are independent contractors. Further, the services being rendered 
have not been classified in accordance with the Classification Act of 
1949 as to appropriate grade level , The salaries being paid are ne- 
gotiated salaries and, in many instances, would be at variance with 
those prescribed for the positions had they been classified on a 
strict functional basis. Further, the qualifications of the incum- 
bents are frequently not appraisable in terms of the purely functional 
requirements of the positions. 

3. It is recognized, however, that certain persons engaged under 
contract may in fact be employees of CIA, may have been engaged at 
salary levels comparable to those at which the positions would have 
been classified, and, lastly, that the incumbents may be qualified 

to hold the positions. If such conditions prevail, it has been 
determined that these persons should receive the benefits of the pay 
increase authorized for appointed employees. 

4. To secure this benefit for certain contract personnel, it 
will be necessary to do the following: 

a. Establish the fact th$t the individual is in fact 
an employee of CIA. This is a matter of actual relation- 
ship and not contractual terminology. 

b. Establish the GS grade level of the position in 
accordance with the standards of the Agency. 
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c. Establish the fact that the individual is qualified 
to hold the position as classified. 

d. Ensure that none of the provisions of the present 
contract are inconsistent with the established employee 
relationship. 


5- All Offices or Staffs which believe that certain of their con- 
tract personnel qualify as contract employees eligible for the authorized 
pay increase should submit a revision for the review and classification 
of specific contract positions. The review and necessary determinations 
and revisions of contracts will be made by the Special Contracting Offi- 
cer, Administrative Staff (Special) and designated representatives of 
the Personnel Office/CIA and the Operating Office concerned. In 
addition to making the basic determinations, these officials shall 
determine the effective date of the application of the pay increase 
which, however, shall be not earlier than that authorized for appointed 
employees. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID WOLfV 
Deputy Director 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


6 March 19 %: 


SUBJECT: Cable Traffic 


1. At the present 'time the heaviest loads on the Cable Section 
of the Signal Center occur daily between the hours of ).930 and 21 '%* 

This is especially true on Thursdays and Fridays. 

2 . In order to relieve this periodic congestion, the following 
action will be taken by all offices initiating cables: 

a. "Deferred' 1 precedence cables will be used whenever it 
is practicable to do so. (These cables may be transmitted by 
Signal Center in slack periods but in no case will be delayed 
longer than 12 hours. Deferred ]>recedence nay be used on cables 
when the addressee need only know the contents for background 
information. ) 

b. Every effort must be made to distribute the dispatch 
more evenly throughout the day and week. Necessary coordination 
and approval of content will be expedited and when complete, 
dispatch will be effected without allowing accumulation for 
batch delivery to Signal Center at end of day or a "clearing 

of the docket" at weekend. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 25X1 A 




WALTER REID WOLF / 

Deputy Director <■’ 

( Admi ni s t rat io n) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, 0. 


N ) ICE 

S UB JEC T : Stamp C us tod ians 


11 March 1952 


1* Effective 1 April 1952, postage stamps required for use in 
CIA headquarters will be accounted for by the Chief, Central Mail Room. 

2. The Chief, Central Mail Room is hereby designated Stamp Cus- 
todian, vice Stamp Custodians for the various Offices in CXA headquarters. 

3. Retiring Stamp Custodians will transfer all postage stamps on 
hand as of 31 March 1952 to the Chief, Central Mail Room on or about 

1 April 1952. 


^ • R evised CIA Regulation Postage Stamps and CIA Regu- 
lation No. Postage Stamp Controls, which cover postage stamp 

accounting and procedures to become effective 1 April 1952, both in head- 
quarters and field stations,- will be disseminated within the next few days. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



WALTER REID W0LfV 
Deputy Director 4 
(Admini s tr at ion ) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 



SUBJECT: 


1952 American Red Cross Campaign 


25 February 1 952 


25X1 A 


«■ 1 ss can Red — - 11 

in need" S°crisS f nat , l0nal Syiflbo1 of a " friend 

unnoticed by this humaSto'ian S ° eS 

thetf cL;: rViCemen aM “ have 


collec tionof °f unds . ^It It Zedtw^ tT ° ffiCe to assist in the ■ 

as generously as possible so that the'lOSP ® m P lo yees will donate 

may be reached. the 1952 natl °^l goal of $85,000,000 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



(Administration) 

DISTRIBUTION NO. 4 



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


25X1A 


25X1A 


CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


NOTICE 



SUBJECT: 1952 Crippled Childrens’ Campaign 


7 February 19 5 2 


1. The 1952 Campaign for the D. C. Society for Crippled 
Children will begin in CIA on 15 February 1952 , and end on 

10 March 1952. 

2. This is a completely voluntary organization which 
helps hundreds of crippled children receive proper diagnosis, 
therapy treatment, and preparation for school. 

3. It is hoped that all Agency employees will contribute 
to this worthy charity. 



(Administration) 
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S E C R E T 

CENTRAL IHTELJ IGENCB AGENCY 
Washington, U. C. 


25X1A 


jvvy .1. ... 

13 February 1932 

SUBJECT: Organization of the Office of draining 

X„ Recent .Agency organizational changes have caused some 
confusion as to the nomenclature and organizational position of 
the Office of Training. The following information is given for 
your guidances 

A. The Office of Training (0TR) is in the Office of 
the Director of Central. Intelligence, and the 
Director of Training (DIR), Colonel Latthew Baird, 
reports to the Deputy Director of Central Intelli- 
gence. 


25X1 A 


25X1A 


]■• . 'Dio Office of Training has two main subdivisions; 

(1) The Office of Training (General) (THE) under 
the Deputy Director of Training (General), 


(2) The Office of Training (Special) (TR3) under 
the Deputy Director of Training (Special), 


2. The Director of Training coordinates with the Deputy 
Director of Plans, or his representative, all policy matters and 
requirements affecting the domestic training of personnel under 
the jurisdiction of the DD/P. 

Deputy Director 
of Central Intelligence 





25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 


NOTICE 


15 February 1952 


SUBJECT: Attendance at Professional Meetings. 


It shall be the policy of this Agency to pay expenses of travel 
in connection with, and expenses incident to, attendance at meetings 
of professional, technical, scientific, and other similar organizations 
when such attendance would clearly be a benefit in the conduct of the 
work of the Agency, provided : 

a. Attendance at such meetings is on a highly selective 
basis . 

b. Meetings and personnel to attend are selected by 
Deputy Directors, Assistant Directors or Office heads. 

c. Travel costs and other expenses incident to attendance 
are kept to a minimum. 

d. Approval for attendance in each instance is obtained 
from the Assistant Deputy Director (Administration) - 



(Administration) 


DISTRIBUTION NO. 3 
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SECRET 

Security Information 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 



4 February 1952 


SUBJECT; Procedure for Establishing and Changing Tables of 
Organization 


1. Office heads, in order to establish new or change existing tables 
of organization, shall set forth justification for their proposals accom- 
panied, when appropriate, by organizational charts, functional statements and 
statements of basic related procedures. 


2. All classified (including ungraded) positions, except positions 
under the .jurisdiction of the Deputy Director (Plans) authorized foi pro- 
jects and foreign field stations shall be processed as follows; 

a. The request in quint upli cate shall be addressed to the 
Deputy Director (Administration) and transmitted direct to the Chief 
of the Organization and Methods Service who will insure that the . 
request is expeditiously coordinated and processed as indicated in 
paragraphs 2. b and c, below, and in addition review as to; 



(1) Soundness of organizational structure. 

(2) Needless duplication. 

(3) Adequacy of functional statements. 

(4) Effectiveness of broad procedures. 

b . The Chief of the Organization and Methods Service will refer 
the proposal to: 

(l) The Assistant Director (Personnel) for classification 
review and comment as to Personnel Procurement. 


(2) The Comptroller for comment as to the 
funds and other appropriate recommendation. 


availability of 


(3) The Chiefs of Procurement and Administrative Service, 
as appropriate, if additional space, equipment, transportation^ 
reproduction facilities, or other special support are needed: for 
comment as to availability of such facilities or support. 

(4) The Deputy Director (Administration) for action, except 

as indicated in paragraph 2. d, below, together with signed ccm- . 
currences or comments obtained during coordination. , [\ # 


SECRET 

Security Information 
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SECRET 

Security Information 


c . When approved, the Chief of the Organization and Methods 
Service will effect reproduction and dissemination of the tables 
of organization. 

d. Revisions involving only changes in position titles or 
grades may be effected through the concurrences of the Office head 
concerned, the Assistant Director (tersonnel) and the Comptroller, 
provided, however, that approval of the Deputy Director (Administration) 
is obtained on grade changes at the GS* l6 or GS-17 level and provided 
also that the approval of the Director is obtained on grade changes 

at the GS -18 level. The Chief of the Organization and Methods Service 
will arrange for the coordination, reproduction and dissemination of 
such changes upon receipt 9 f a pi'oposal, submitted in triplicate, from 
an Office head. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


DISTRIBUTION NO. 3 



L. K. WHITE 


Acting Deputy Director 
( Admirii s t rat ion ) 
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aOiuM 1 s i\L 

iHFORMATiON 


.±>.■'■*0 7 JL 


IffivIORANDIJM FOR: Chief, Office of General Services 


19 January 19^2 


SUBJECT 


RFMiWCE 


Travel of OSI Personnel to Professional Meetings. 

Memo dtct 3 Jan 32 to PCI thru DD/A fr AD/SI, sub: "Policy 
Question on Travel of OSI Personnel to Professional Meet- 
ings * ” 


/\. Please draft a Notice announcing a polic:/ which will favorably in~ 

/ dorse the request submitted in the referenced memorandum •with the follow- 
/ ing limitations: 




AS>' 


a. Personnel should not be allowed to select profession- 
al meetings of their choice* 

b# Ho announcement should be made of any stipulated num- 
ber of meetings to be attended in a given period. 

c. Assistant Directors should be held strictly respon- 
sible for insuring that: 

(1) Attendance at these .meetings is on 
a highly selected basis* 

(2) Attendance vail benefit CIA, as well % 
as the individual employees* 

(3) Travel costs are held to a minimum. . fj 

SjL a o—-' 

cuMJU ' 

L. K. WHITE 
g Deputy Director 
( Admini stration ) 


1 Att 

Listed in Refo 




b ! a 
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3 January 1?£2 


MEMORANDUM FOR: Director of Central Intelligence 

THROUGH : Deputy Director (Administration) 

SUBJECT : Policy Question on Travel of OSI Personnel to 

Professional Meetings 


1* Public Law 110 , Section 10, states: 

,r (a) . Notwithstanding any other provisions of law; sums 
made available to the Agency by appropriation or otherwise 
may be expended for purposes necessary to carry out its 
functions, including — 

(1) * x # * subject to policies established by 

the Director, expenses of travel in connection with, 
and expenses incident to atterdance at meetings of pro- 
fessional, technical, scientific, and other similar or- 
ganizations when such attendance would be a benefit in 
the conduct of the work of the Agency^ # # # # # n 

2# 0SI at this time is submitting, to the Budget Office, a re- 
quest for an additional allocation of travel funds for the balance of 
FY-52 which includes $6985,00 for travel to professional, technical 
and scientific meetings. In this request it is indicated that no 
policy statement on this subject has been promulgated by the Director 
and that OSI will request approval in principle of current OSI policy 
from the Director as a basis for the allocation of travel funds for 
this purpose, 

3, It is felt that the proposed travel will be of benefit to 
CIA for the following reasons: 

a. The attendance of OSI personnel at -these meetings will 
help them to maintain their professional competency and to keep 
abreast of current developments in their fields $ both of which 
are necessary if they are to properly evaluate foreign scientific 
and technical capabilities, 

b. In almost every other line of scientific endeavor the in- 
dividual, as part of his job, increases his knowledge of his 
specialized field and broadens his understanding of allied fields. 
The difficulty in maintaining contact with their specialities is 

a matter of continuing concern to professional personnel in in- 
telligence work. Attendance at professional meetings will allevi- 
ate somewhat the loss in effectiveness occasioned by their relative 
isolation. 





u si Mi, 


M I (An 
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Iw In general, OSI plans on allowing each professional employee 
to attend one professional meeting of the individuals choice each year. 
An effort will be made to confine this travel to meetings on the East 
Coast insofar as is practicable® 

£>• It is suggested that the policies noted above be approved in 
principle with the understanding that the specific funds requested for 
such travel will be considered in accordance with standard agency budget 
procedures • 


25X1 A 


r H«' MARSHALL CHADWEJX 
Assistant Director 
Scientific Intelligence 


l ■ ; 


ggaun 


&<> too/ 
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STANDARD FORM NO. 04 


\».v n\> >4. ■ • 


Office M.emorandum 


UNITED STATES GOVERNMENT 


TO : Acting Chief Organization and Methods DATE: 31 January 195 2 

from : Comptroller 

SUBJECT: Proposed Procedure for Establishing and Changing 
Tables of Organization 


1. Your proposed procedure for establishing and changing 
Tables of Organization has been reviewed and the following 
suggestions are offered: 

(a) Due to the current need which is in line with the 
limitation placed by the Bureau of the Budget on 
personnel services and to assure that each request 
is fully satisfied, it is suggested that paragraph 
A. be strengthened to make clear the importance of 
adequate justification. Paragraph A. might be supple- 
mented as follows: 

"The justification should concisely but 
adequately indicate by division or activity 
necessary requirements which cannot be met 
with the present T/o authorization. Vhere 
applicable, data concerning backlog, actual 
and estimated work load trends, and any other 
objective data should be furnished which will 
be helpful in explaining the basis for the 
additional request. A table should be included 
with each proposed revision indicating by di- 
vision a comparison of the proposed T/o with 
the personnel on-duty and the present T/O." 

(b) That paragraph B. be rewritten as follows: 

"All classified (including ungraded) posi- 
tions, except positions authorized for covert 
projects and covert foreign field stations, 
shall be processed as follows:" 

(c) Eliminate from the second line of paragraph B. (2) (d) 
the words "and (5)". This will be in line with a later 
recommendation that paragraph B. (5) be eliminated in 
its entirety. 

(d) Eliminate from the last line of paragraph B. (U) the 

words "and those set forth in 25X1 A 

paragraph A". As paragraph A 

with the preparation of personnel action from 37-3 and 
appears to have no connection with this matter. 
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(e) 

,/ , 

y'j y 

■ ■ \ 

(f) 

/ / 

/ 


2 . 

and distinct procedure should be established for the requesting 
and approving of T/0 slots for Grades 16 and 17. Grade 18 has 
been omitt ed since approval is required by the Director. Regula- 
provides for the approval and processing of personnel 
actions once the positions or slots are established on the T/o 1 s . 
I would like to suggest that a Board or Committee be established 
to review the present super grade structure within the Agency and 
that this same or similar Board or Committee review and recommend 
approval or disapproval of future requests for the establishing 
of positions in Grades 16 and 17. The Board or Cormnittee, if 
established, would perform similar functions to that which the 
Civil Service Commission now performs for all other Government 
Agencies in connection with the establishment of supergrades. 


It is the opinion of the undersigned that paragraph 
B. (5) should be deleted in its entirety. All increases 
in T/0 should be approved by the DD/A. However, he may 
delegate to his deputies if he so desires the approval 
of T/O’s not exceeding whatever limitation he desires 
to make. 

I do not concur with paragraph C. in its present form. 
The entire paragraph should be rewritten and provisions 
made for review by the Comptroller’s Office as limita- 
tions have been placed by the Bureau of the Budget on 
funds and also on the number of positions contained in 
the budget for overseas activities. It might be pre- 
ferable to eliminate this item entirely and treat it 
as a separate subject for later consideration. 

It is the opinion of the undersigned that a separate 
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STANDARD FORM NO. 64 - 

Office Memorandum • 'united states government 

to : Chief, Office of General Services DATE: 23 January 15$2 

from : Assistant Director (Personnel) 

SUBJECT: Proposed. Central Intelligence Agency 25X1A 


It is recommended that the following Sections of the proposed 
Regulation be changed as indicated; 

Section go I B (U) 

T/O revisions involving only changes in title or grade may be 
effected by concurrences of the Assistant Director (Personnel) and 
the Comptroller; however, approval by the Deputy Director (Admini- 
stration) is required for classification of positions at the grade 
GS -16 and GS-17 level, and the approval of the Director at the grade 
GS-18 level. The Chief of the Organisation and Methods Service will 
arrange for the reproduction and dissemination of such changes upon 
receipt of appropriately approved proposals from an Office head. 

Section 3,1 B (5) 


Proposals involving increases of less than four positions at the grade 
GS-15 level and below may be approved by the Office head, concerned 
without the approval of the Deputy Director (Administration) providing 
the appropriate staff officials enumerated in paragraph E (2) above 
concur. The Chief of the Organization and Methods Service will 
initially receive such proposals for coordination among the staff 
element s'' concerned. 

Section 5,1 C (U) 


Changes involving only dhssification action may be effected 
through mutual consent of the operating Office head and the Assistant 
Director (Personnel); however, the approval of the Deputy Director 
(Administration) is required for classification of positions at the 
grade GS-16 and C-S-17 level, and the approval of the Director at the 
grade GS-18 level. 


Section 5*1 C (5) 


Proposals involving increases of less than four positions at the 
grade GS-15 level or below may be approved by the Office head concerned 
with the concurrence of the Assistant Director (Personnel). 

25X1A 

F. TRUBEE DAVISON 



SECRET 

Securijy In/orrnajfof) 


JAN 2 b ?952 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


NOTICE January 1952 



SUBJECT: Conservation of Critical Material. 


1, In accordance with the provisions of Personal Property 

Management issued by trie General oei vices Admims* 

t rat ion on 2k August 1950 steel is considered to be a critical 
material and each agency is directed to take necessary action to 
keep to a minimum all procurement of items which utilize critical 
material. 

2. Safe files and filing cabinets are becoming increasingly 
difficult to procure due to the extreme shortage of steel. In 
order to effect better utilization of existing equipment office 
heads will take such internal action as may be necessary to ensure 
that : 



a. Contents of safe files are of such security 
classification no warrant retention therein. 

b. No expendable office supplies or unclassified 
material such as pamphlets, catalogs, books, etc., are 
stored in safe files. 

c. All classified material of an obsolete nature 
is transferred to the CIA Archives ox* destroyed in 
accordance with regulations issued by the Records ^ 

Management and Distribution Branch of Administrative 
Service . 

d. Filing equipment in excess of actual needs is 
reported to the appropriate Building Supply Officer. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1 A 


WALTER REID WOLE/ 
Deputy Director* 
(Administration) 


DISTRIBUTION NO* k 
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Office M.emor citid/HTyi • united states government 


TO 


Deputy Director (Administration) 


FROM 


Chief of Procurement 


SUBJECT: Request for Issuance of CIA Notice 


DATE: v 


1* Cue ^ 0 ' tlle existing emergency and resulting steel 
shortage, it is becoming increasingly difficult to meet the 
requests of the various activities of the Agency for safe 
files and filing cabinets. 

2. It is noted that there are presently 3,932 legal 
and 403 letter size safe files; and‘982 legal and £l 4 letter 
size metal filing cabinets in use within the Washington area. 
It is the opinion of this Office that this number of safe 
files and filing cabinets would be adequate for the needs of 
all activities if they were properly utilized and distributed. 
It is therefore respectfully requested that the attached CIA 
Notice be published requiring each office to take such action 
internally as will bring about proper utilization and distri- 
bution. 


Attachment 



25X1A 


£W/. ■; 
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Assistant Deputy Director (Administration - December 3.951 

General) 

Chief, .Administrative Services 

Request for Issuance of CIA Notice - Conservation of Safe Niles 


V/ith reference to the attached memorandum from Mr. Garrison, 

Subject: Request for Issuance of CIA Notice, Administrative Services 
has the following comments to make: 

1. As you suggested, this job is one involving records management 
with which Administrative Services is concerned. 

2. The records analysis program to date indicates that we can 
immediately recover a total of 70 filing cabilets in various categories 
and have to date disposed of material which was the equivalent of 17^* 
filing cabinets. The equipment in this case, however, was retained by the 
offices concerned* 

3. We have a detailed analysis of the records of each of the 
offices and are presently planning a complete records management survey 
to involve disposition of inactive material to the Archives or for 
destruction, which will result in the saving of considerable filing 
equipment „ 

A. I suggest that the proposed Notice be rewritten on the basis 
of conservation of critical materials, and to request the offices to 
take such action internally as will bring about such conservation. The 
policing of this job, I think, should be done by the Records Management 
and Distribution Branch of Administrative Services* 


25X1A 



CONCUR: 



for Advisor for Management 


MIM: lrv 

cc: Advisor for Management 

Chief, Records Management and Distribution Branch, AS 
Chrono, AS 

Rec. Mgt. & Dist* Br. File, AS 
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Deputy Director (Administration) 

Chief of Procurement 

Deque st for Issuance of CIA Notice 


1. Due to . the existing emergency and resulting steel shortage, 
it is becoming increasingly difficult to meet the request of the 
various activities of the Agency for safe files. 

2. It is noted that there are presently 3,932 legal and 403 
letter size safe files in use in the V/ashington area. It is the 
opinion of this Office that this number of safe files would be ad- 
equate for the needs of all activities if they were properly uti- 
lized and distributed. Jt is therefore respectfully requested that 
the attached CIA Notice be published giving this Office the author- 
ity to conduct a physical survey of all safe files and contents to 
determine that they are being prone rly utilized. 

3. It. is further recommended that theClA Safety Officer be 
requested to assist in said survey for the purpose of determining 
whether or not safe files are properly distributed in accordance 
with building construction. 


/s/ James A. Garrison 

JAMES A. GAB R I SON 


Attachment 
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CENTRAL INTELIGHmCE AGENCY 
Washington, D. C. 


NOTICE NO. 

SUBJECT: Conservation of Safe Files 


1. Steel is a critical item and replenishment of equipment such 
as safe files is "be coming increasingly difficult. 

?. In order to effect adequate utilization of such items, each 
activity will be responsible for examining the contents of each safe 
file within their Offices, to determine that: 

a. Contents thereof are of such security classification 
to warrant retention in a safe file. 

b„ No expendable office supplies such as memo paper, enve- 
lopes, desk trays, etc. and unclassified material such 
as pamphlets, catalogues, books, etc. are stored there- 
in. 

c. All classified material of an obsolete nature id trans- 
ferred to Archives or destroyed in accordance with exist- 
ing regulations. 

d. To insure that the above requirements are complied with 
the Procurement Office will, in conjunction with Inspec- 
tion and Security, conduct a physical survey of all safe 
files in the Washington area at which time the contents 
of each safe file will be examined to determine that 
there is actual need for the use of such filing equipment e 
Tie Procurement Office is vested with the authority to 
effect the transfer of any safe files which are not being 
properly utilized. 


WALTER REID WOLF 
Deputy Director 
(Administration) 

DISTRIBUTION NO. 4 
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CONFIDENTIAL 
5>e cur ity Ini' or mat ion 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C* 


25X1A 


NOTICE 



h February 19^2 


SUBJECT: Assignment of CIA Officers as Students in Department of 
Defense Colleges and Schools 


lc This Agency will regularly detail limited numbers of highly- • 
qualified career officers as students at the following colleges and 
schools conducted by the Department of Defense: National War College: 
Industrial College of the Armed Forces; Air War College; Army War 
College; Naval War College; Armed Forces Staff College; ' Intelligence 
Staff Officer Course, Air Command and Staff School; Naval Intelli- 
gence School: Strategic Intelligence School; Counter-Intelligence 
Corps School* 

® 

2* Attendance of CIA officers at these schools is desired 
and encouraged because of the benefit to the individuals concerned 
and the development of closer relationships between officers of 
CIA and the other Services® 

3. Officers of this Agency will be given the opportunity to 
apply for any of the schools listed in paragraph 1 well in advance 
of the opening dates® Requests will be submitted through the Office 
Head concerned, who will endorse each application with an appro- 
priate statement and recommendations* Indispensability will’ be 
urged only in extreme cases, and in such event the final decision 
will be made by the Director® When a qualified applicant is 
prevented from attending a school because of the' exigencies of 
the service, his name will be placed on an eligible list and he 
will be assigned to a subsequent course® 

iu The same opportunity to apply for these schools will be 
given to officers overseas and every attempt will be made to notify 
those selected at least six months in advance of the starting date 
for the course in which they have been accepted® 

5® Detailed procedures governing applications and the selection 
of candidates will be published separately® 



Director 

CONFIDENTIAL 
Security Information 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 



SUBJECT: Voluntary Contributions 


10 January 1952 


.!• x 952 finds us conducting two membership drives for de- 

serving causes. The first is the Metropolitan Police Boys 1 Cl ub. 

a. This year the goal of this campaign is 150..G00 
memberships which must be met if the Club's program is 
to be continued. The Boys' Club is not a member of the 
Community Chest. ~ — 

2. The second drive for funds is the March of Dimes, the 
oiganized fignt against Infantile Paralysis. 

a. Money collected for this is used for research and 
treatment of those afflicted by this dread crippler. 

3* Both campaigns for CIA employees will begin 15 January 
and close 31 January 1952. 

4. Keyworkers in each Division will be available to receive 
contributions for these drives. Contributions maybe counted as 
allowable deductions on next year's income tax Returns. 

FOR THE DIRECTOR OP CENTRAL INTELLIGENCE : 1 



Deputy Director / 
(Administration) 
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25X1A 


CENTRAL I NT 1L.TCTNC1 AG .NCI 
Vashj.nyton* I). C. 


oL 3 1 . • Di^3.,iii,sal during hazardous weather. 


16 January 19 l j2 


Jnri* -orcnoa ' : fro,- th« White House, dated 
ovNiance:''' ^ qU ° toa oelow ±or y° ur infonu&tion, guidance and 


"Till;. wlixK, HOiiid 


oon 


"VU TIL'. Kiv-bti 0k jiU-CIrPIVi uui-A.iT: J.. 1 TS Aiu AOUSCJlSs 

the -troSut-^" 8 - ^ ■ haaard0l \ n snov; slcct conditions in 
N ,-,.; „ 1 U area hare on occasion warranted the 

01 r - A-v e < 3 in 01 thPt they : ";.;rht reach howe 
y: ,: 'N" a r#a ? on f al *.hour. H ° ,!,ever >. because a general 

u u .i,oal oo conyeaus trainc, there is a ne.d for coord- netii nn 
tno.ignjuo uic entire federal establishment ir th„s area orde r 
thao une purpose o:, early reler.re will not be defeated. 

The attached policy for control of. e< clove e s'- issal s 

r;,V“:?T traiii v - ■■***■■?** J s;j;S 

Of r.oh-'hh?'- X h Cl f" 13 ? 11 in coc Pcration -.nth the district 

ihe ^r^ident asks th; t each department 
'•‘: G Cv L:iC - J -°“- L0 ^ ^ funeral dovcrn.'.ent policy. 


of the irrcr-ular rc-j.Gt.se hours 


This policy nakes use 

S 'M* a “ f pcd: 1;,a;: not be 1. .posed upon 

occv' ol'V; t r? beiorr - ttoic facilities ar, proofed to 

tion'ofhro-;'l -i a N £iS ° ,iil P''- r " ■ it ' effective utilisa- 

ciun oj. anOv'j x'f: .oval equip; ,ont. 


/V 

hUiif.jjjJ S. ijAi'ii'ulUN 
A dr.d rd s trail v e Assistant 
to the President ' n 

2. A copy of the policy released by the Federal Personnel 
Council., rex erred tc in paragraph 2 of the luek oranuur- c-uoted above 
is attached. 



-1~ 
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FLujitbL PFitoOV NFL COUNCIL 
United S oat vs ■' Civil Service Co. : . ission 
1626 K Street, V.^u 
Washington ?S > 1.0, 


As approved by the Council 
jjocehbej' 2o , 1951 


CO: T, iitfjL OF : Vld ISh JJjS j jU HP ■ G JUbiAuuO'Uc ibiATK.uii 
IN V/AdlliNO' CON 


Trail ic conditions in the *ve. shiny ton Letropolitau area are 
sufficiently cor.- vested under the best of weather conditions to make 
problems of transportation to and fro; wor lz cl considerable i: .portance. 
Uhen ouch congestion is co pounded by severe sno >; or icing conditions 
or: s«,rt ets, highways , an bridges, trail:* c beco--.es unusually dangerous 
to safety and health. .Vs the larra at e player in the metropolitan 
area, it is inciv .bent upon the Federal 0ov\ *r! rent to take some positive 
steps to control and put on an orderly basis p;ro up dis-nssals of 
employe*. s whenever snow or icing conditions are sumciently serious 
to warrant such action. 


For this purpose, the Council recommends the following 
policy on this subject: 

1. No early dismissals of Federal employes be cause 
of winter tra.fic conditions in the Washington 
area will be mete except under the provisions 

of this policy. 

2. barly dismissals of Federal employee s will be 
contingent upon a deter. nation i.-ade by the 
district of Colu Ida Li rector of Vehicles and 
Traffic, as authorised by the District Co .is- 
sioners. This decision will be based upon a 
finding that the condition of streets and highways 
in the metropolitan are*, is or will be such that 
early staggered dismissals of employees would 
reduce the possibility of serious and hazau do us 
traffic congestion . 

3« On any day on which severe snow or icing conditions 
exist or appear to be in progress, the Director of 
Vehicles unci Trwiiic will notify the Federal 
Personnel Council whether or not curly dis* .issals 
arc warranted. If dismissals are proposed, the 
Director will indicate the special c tii.it in advance 
of regular closing hours to be followed. 

(0 ViSit) 
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4* Lhr-: Council staxi wi by telephone* ini on 
thu personnel dir;: c ton pi each flepart.Kent and 
f; ? L \ ,c ' r ,VtS uarly a ,<? possible of this decision. 

1J: the decision calls lor early ills;, is sc 1, or oh 
ue; >; rt. mr or agency should dial dsn ;dthou b 
f h: ' r y; t ? p ' miual , lerv,l; M i..a ry ox its employees 
'• *' itto fci cable lor the sncci:; led period prior 
— 11 i'icy 1 s nor; .at cl e si nr tincT ‘ 

. heiin’ .'qqus weather com tie ns oils tins or develop— 
y nr . he lore an t. pljyee ? s rcmlar \joii; hours 
snouid roe orcurrily ne the basis lor c. bounce 
iru-: work, but i t is rcco; . untied that dc. r.r t- 
iu. i.iwe or cif Glides eo.cuse t a. id ness p orui no: ly 
occasioned by such weather. 

o. In Vh.cs o.i. toe aivhoi'Suic i eature z ol t.ls policy 
anu in ore or go avoio co;y: e otion on the telephone 
lines and waste ol manpower, it is umd: 

(c. / tnat c.- ploye^s retrain froii calling lor in- 
j.Oi .-. t . uion or iron nakinv personal aiTarur ..... cuts 
be., ore dismissals arc announced, ana fo, that 
uv.pc.ait.nenG;;: r.no a/ cncies av al calls to transit 
ui’ u.0 Jjis Grier ur redci'al cilices involved. 


not i ore 
noon s go 
sand in a 


it is believed that this policy will r- 
* 11 as sals, It shoulc .also avoid* durir- 
r z > h.vph..'-.::.ard dia-xaiials that int^...^ 


anu scracinv 


operations unsigned to 


s ul t i r i civ e r s 
r suc.j.en aitcr- 
'•'i th or utrl y 
ice traliic hazard 


It is hop that th..s policy nay also ;r. r\n 
go major industrial and co:ncrcial enterprises ir 
imd it possible to folio; it. 


is a pride 
lington that 


- 3 - 
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L -2~V7SY 


THE WHITE HOUSE 

WAS H I N G TO N 

January 9, 1952 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES: 


Extraordinarily hazardous snow and sleet condi- 
tions in the metropolitan Washington area have on occasion 
warranted the early release of employees in order that they 
might reach home safely and at a reasonable hour. However, 
because a general dismissal so congests traffic, there is a 
need for coordination throughout the entire Federal establish- 
ment in this area in order that the purpose of early release 
will not be defeated. 

The attached policy for control of employee dis- 
missals under hazardous traffic conditions in Washington was 
developed by the Federal Personnel Council in cooperation with 
the District of Columbia Government. The President asks that 
each department and agency follow it as general Government 
policy. 


This policy makes use of the irregular release hours 
already in effect so that a peak load will not be imposed upon 
transportation facilities before those facilities are prepared 
to accommodate the load. It also will permit more effective 
utilization of snow removal equipment . 


* 4 . 


DONALD S. DAWSON 
Administrative Assistant 
to the President 


Attachment . 
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FEDERAL PERSONNEL COUNCIL 
United States Civil Service Commission 
1626 K Street, N.i/. 

Washington 25, D.C. 


As approved by the Council 
December 28, 1951 


CONTROL OF DISMISSALS D URING HAZARDOUS WEATHER 
IN WASHING TON 


Traffic conditions in the Washington Metropolitan area are 
sufficiently congested under the best of weather conditions to 
make problems of transportation to and from work of considerable 
importance* When such congestion is compounded by severe snow or 
icing conditions on streets, highways,/' and bridges, traffic becomes 
unusually dangerous to safety and health. As the largest employer 
in the metropolitan area, it is incumbent upon the Federal Govern- 
ment to take some positive steps to control and put on an orderly 
ba.ois group dismissals of employees whenever snow or icing condi- 
tions are sufficiently serious to warrant such action. 

For this purpose, the Council recommends the following 
policy on this subject: 

1. No early dismissals of Federal employees because 
of winter traffic conditions in the Washington 
area will be made except under the prove. sions 

of this policy. 

2. Early dismissals of Federal employees will be 
contingent upon a determination made by the 
District of Columbia Director of Vehicles and 
Traffic, as authorized by the District Commis- 
sioners* This decision will be based upon a' 
finding that the condition of streets and high- 
ways in the metropolitan area is or will be' such 

oarly stagge red dism s sals of employees would 
r educe the pos sibilit y of serious and hazardous 
traf fic conge stion. 

3. On any day on which severe snow or icing conditions 
exist or appear to be in progress , the Director of 
Vehicles and Traffic will notify the Federal 
Personnel Council whether or not early dismissals 
are warranted. If dismissals are proposed, the 
Director will indicate the specific time in advance 
of regular closing hours to be followed. 


(OVER) 
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4* Tho Council staff will, by telephone, inform 
the personnel directors of each department and 
agency as early as possible of this decision# 

If the decision calls for early dismissal, each 
department or agency should dismiss without 
charge to annual leave as many of its employees 
as practicable for the specified period prio r 
to the agency ’s nor mal closing time# 

5. Hazardous weather conditions existing or develop- 
ing before an employee’s regular work hours 
should not ordinarily be the basis for absence 
from work, but it is recommended that depart- 
ments or agencies excuse tardiness genuinely 
occasioned by such weather. 

6. In view of the automatic features oi this policy 
and in order to avoid congestion on the telephone 
lines a: id waste of manpower, it is urged: 

(a) that employees refrain from calling for in- 
formation or from making personal arrangements 
before dismissals are -announced.; and (b) that 
departments and agencies avoid calls to transit 
lines or to District or Federal offices involved. 


It is believed that this policy will result in fewer, 
not more, dismissals. It should also avoid, during sudden after- 
noon storms, haphazard dismissals that interfere with orderly 
sanding and scraping operations designed to minimize traffic hazards 

It is hoped that this policy m.iy also servo as a guide 
to major industrial, and commercial enterprises in Washington that 
find it possible to follow it. 


■ISt 90 fr 01 tit/p 
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SxjGiiijT 

3 e curl by I nf o it :a ti o n 

livTxjLLiG^wGaj ACth'ICY 
'Washington, 1». C. 


25X1A 


18 January 1952 

SUBJECT: Establishment of the Position of jjuditcr-in- Chief 


!• There is hereby established the position of Auditor-i n- Gbi ef 
for the Agency. 

2, The Audi tor-in-Chiei shall be responsible to the Director, 
through the Office of the Acputy director (Adi inistration) , lor the 
audit (exclusive cf internal audit) of all finance, fiscal and 
property atters not under the General Accounting Oil ice procedures, 
and for assuring th-'t appropria be current audits are . ade. He is 
further authorised to examine the accounting, internal audit, finan- 
cial procedures, organisation and practices of the Agency and to 
I'Lco . end chraip e s in the interests of ciriciency and protection cf 
Government funds and property. 


3. As the creation of this position and its responsibilities 
are based on the reguire. cuts of operational security cine, the pro- 
tection of intellir . nee sources and methods, security will bv. a 
basic consideration in all actions ana reco ... aula cions under this 
authorization. 

1.1 . The Auditor, CIA, will report directly to the Aueitor-in- 
Chicf but no other assigned authorities , functions or responsibili- 
ties of the Agency are affected by this Notice. 



VjALTUl 3. SI XTH 
Director 



hgj 25X1 A 
25X1A 


bl STAY 3UTI oil HO. 2 


S.v CHAT 

Security Information 
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- //?? 




1U January 19$2 


MEMORANDUM FOR: Legislative Counsel 
SUBJECT : Position of Audit or~in-Chief 


25X1 A 

25X1 A 


1. Attached is a draft of a procedure for the Auditor-in- 
Chiefj ^^^^^^^^^^Idrafted tills. 

2. You Tri.ll note that Mr . Wolf has made certain changes in 

the draft and that submitted additional comments. 

3. Mr. Wolf advises me that he concurs in sug- 

gestions but would appreciate it if you would review the entire 
thing. 

km If it isn't too much trouble I would appreciate it if 
you could produce your recommended final draft and return it to 
me as soon as possible. 


L. K. WHITE 

Assistant Deptity Director 
( Administration) 


25X1A 


25X1A 


Att. 
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25X1 A 


'btiL ■ 


11 January 19^2 


MEMORANDUM TO: Mr. TiTolf 


With respect to your statement of function for the Auditor- 
in— 1 Chief , I suggest the high importance of your issuing a procedure 
which mil embody instruction that the Auditor must weigh with the 
covert offices concerned all security aspects of a given project 
in order not to blow them out of the water. I am sure this is under- 
stood by and Saunders , but for the record and for the 

future when others are doing this work, it seems to me necessary to 
make such instruction. 

I call your attention to explicit provision along these lines 
already existing in 9*h of the Confidential Funds Regulations, as 
follows : 


"(3) The Comptroller shall provide various 
internal and external audit facilities to be used in 
the performance of any necessary current administrative 
Agency audits. The Comptroller, the Auditor/CIA or the 
commercial staff (s) may initiate an audit requirement 
provided that, in order to prevent duplicate activity, 
to protect the project against security jeopardy and to 
ensure that the audit requirements of all are met, they 
shall mutually coordinate: 

"(a) In the selection of the audit 
facility to be used in each case, 

"(b) In determining the central control 
and contact point between the Agency and the 
audit facility, 

,f (c) In establishing the communication 
channel to be used while the auditor is in the 
field, and, 

fl (d) All instruction, correspondence and 
reports to or from the audit facility (provided 
that each shall be free to discuss his specific 
audit requirements with the auditor before de- 
parture) ♦ " 

It is to be noted that this provision has to do with proprie- 
tary subsidy investment projects, etc., and that there are a large 
number of projects outside of such classification. 
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SECURITY 


Perhaps you will deem it proper to refer to 
the question of whether or not the specifications in the above 
quotation could not equally apply to any covert project, with 
the substitution of division chief instead of commercial staffs 
for other than proprietary, etc* projects* 
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25X1 A 


25X1 A 
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CENTRAL INTELLIGENCE AGENCY 
Washington , D. C. 


25X1A 


SUBJECT; Fire Prevention 


14 January 1952 


1. The primary cause of a recent fire in one of the Agency’s 
buildings is attributed to the use of an unauthorized and improperly 
installed hot plate. Further, highly inflammable materials were being 
used without due consideration being given to safety precautions such 
as adequate ventilation. 


2. Accordingly, all Administrative Officers in conjunction 
with the CIA Safety Officer will make periodic insiJections and remove all 
unauthorized and improperly installed hot plates . 

3. Further, all Administrative Officers will take the necessary 
action to insure that adequate safety measures are provided when and where 
inflammable materials are used by personnel within their offices. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1 A 

WALTER REID WOLF/ '* 

Deputy Director 
(Administration) 




DISTRIBUTION NO. 3 
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25X1A 


CENTRAL INTELLIGENCE AGENCY 
Washington , D. C. 


NOTICE 



SUBJECT; Office Hours of Inspector General 


10 January 1952 


. „ ^ Inspector General will be in his office, Room 1, Admin- 

istration Building, 2430 "E" Street, N. W., from 2:00 p.m. to 6:00 p.m. 
on the first and third Monday of each month to hear on a confidential 
basis complaints or constructive suggestions which have not been satis- 
ractonly handled through normal channels. 


2. Anyone in CIA, without restriction, will be welcome at the 
above times. 

Extension 466 V or C 472 PP ° intlnentS ** if desired ' ^ telephoning 


FOR THE DIRECTOR OF CENTRAL IN TELLI GENCE: 



25X1 A 


Deputy Director 
(Administration) 


DISTRIBUTION NO. 5 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 






Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 10009-3 


STANDARD FORM NO. 04 

Office Memorandum • united states government 

' ro 8 Chief, Organization and Methods Service DATE: 5 January 19^2 

from : The Director of Training 
SUBJECT: Request for CIA Notice 


It is requested that the attached notice be disseminated 
as soon as possible 0 



MATTHEW BAIRD 


25X1A 
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25X1A 


r 


25X1 A 



M^OItANnUM FOR: Assistant director for Communications 

Assistant Director for Policy Coordination 
Assistant Director for Special Operations 
Assistant Deputy Director Plans (Administration) 
Chiefs of Area Divisions 
Chief j Technical Services Staff 

Deputy Director (Plans) 


SUBJECT: 

it i-l ijltEriCm i 


Organization 

CI/i Notice a January 195? 


1. In accordance with a memorandum from the Deputy Director 

( Plans.) dated C January 1932, concerning the above subject, effective 

Publication Control Branch is established under 

the direction of the Assistant Deputy Director, Plans (Administration) 
to perform the publications control functions for all organizational 
elements under the Deputy Director (Plans), 

2, Accordingly, all Publications Control functions and T/0 
positions presently assigned to the organizational elements under 
the CD/P will be transferred to the Publications Control branch. 

Office of the APLP (A). • > 


FRANK e, l-.ISH&R 
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25X1A 


h e cii r i t y I n f a r { v a t i on 


c* * u x a,- t \ 1 r i o 1 1 


objects Function or the iubUc*tio,m Control Branch, ::fflc 4 „f the 
assistant rcputy director, rloc# (A^dnlotratien) " ‘ 


1. The Chief, ; ubllc&t, 
if? responsible for the r/obiic&t 


perfonaonce of the foilowinj; functions: 


Control Office of the AEA-P (l ) , 
on of all IT/? Issuances and the 


a. ) rcvWi,i ( ; technic*! asoistcnco to ell organisational *■ iwente 

under the beputy J irectcr i' l;;npi cr ,,, , 7 . j.uiu,.ite 

assist Jrp tn the vh- /• , * ulaic»txoa B control matters and 

iKi m unt *' ot,lwI .’^iwatwn o.i publications when required. 

b. tfevietdag, proposed publications i'roa the- standpoint of 

mus - a "° « •*£*** 

c. *otai.»li8luKg •manual*’ rules for all l ?./) publications. 

o» &X1 proposed publication#, 

ot £*£5££?* •"”**** 

f. Effecting necessary coordination of ?ubl«eat-<<™ with 
ell offio.8 concerned which are not under the & ('flans / • 

his th<> ^ l;ireCt ° r <f lSM} ’ or 

or m? f*ff mtln e **« issuing publications as directed by the W/F 

:J a 4 1U *° on vi 9 «* ***** technical 

pubiiib.;;Xc;!Xroi^u:;s! ana tt#woa# 5crvice 

Pub^aU^! aiRin& M8fc0ri0al file ef ali ^ K^oeecor 

k. Maintaining current file of all CIA and Bi/p Publication* 
including a reference index subject file. 

. Analysing and reviewing existing publications on a continuing 

o.?ta»”*‘“S:/ ir “ Ctl ' ,S «*•”««' tta "«*K» « pout- 

"• Controlling the distribution of Bii/p iubUcations. 


SECiffiT 

Security Inro.rsmt.ian 
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FORM NO. 


SFOa 

SF7 

SFl^i 

SFlh 

SF19 

SF22. 

SF23 

SF24 

SF25 

SF25a 

SF26 

SF26 

SF2? 

SF2?a 

SF27b 

SF2 8 

SF2P. 

SF30 

SF31 

SF?2 

SF37 

SF°h 

SF?5 
SF36 
SF^° 
SFl-.Q 
SF50 
SF51 
SF 37 
SF53 
SF6: 

S Fbk 

SFhb 

SF66 

SF68 ' 

SF70 

SF71 

SF?5 

SF75a 

SF78 

SF88 

SF89 

SFQ1 

SF93 

SF103 


RES T RICTED 

STANDARD FORMS STOCKED IN CIA 


TITLE 


Conti nun tion Sheet for Schedule of Obligations 
Service Record Card 
Telegram (7 l, x8 n ) 

Telegram (8 r, jcl0-? n ) 

Bond of Indemnity 
Instructions to Bidders 
Contract Construction 
Bid Bond 


Performance Bond 
Payment Bond 

Driver’s Peport - Accident 
Award - Supply Contract 
Performance Bond (Corporate Co-Surety) 
Payment Bond 

Payment Bond - Continuation Sheet 
Affidavit of Individual Surety 
Claim for Damages (White) 

Invitation and Bid - Supply Contract 

Schedule — Supuly Contract 

General Provisions - Simply Contract 

Invitation, Bid and Award - Supply Contract 

Annual Bid Bond 

Annual Performance Bond 

Continuation Sheet 


Request for Certification 
Contract for Telephone Service 
Notification of Personnel Action 
Report of Efficiency Rating 
■^-PP 1 i ca tion for Federal Bmp 1 oym e n t 
Continuation Shoot for SF57 
Oath of Office, Affidavit 
Inter-Office Memo, 8 l, xl0-?r ,, l White 
Inter-Office Memo, 5 ,f ^rB Tl v Blue 

Inquiry Regarding Status, Veteran Preference, and/or 

1 otice of Official Efficiency Rating 

Position Identification Striu 

Application for Leo.ve 

Position Description 

Guide to Position Classifiers, Employers, Supervisors 
Preparation of Position Descriptions 
Certificate of ?%dical Examination 
Report of Medical Examination 
Report of Medical History 
Operator’s Report of Motor Vehicle Accident 
Report of Investigating Officer 
Application for Service Credit 


Service 


for the 


-A- 

RESTRIC TFD 
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SF10.5 

SF111 

SFllUu 

SF119 


SF‘.i 50 
SF 51 ^c 
SF519a 
S FI 012 


S FI 012a 

SF1012b 

SF1012C 


SF1012A 

SFl^GAn 

SFlGlSa 

SF1015'b 

SF1016 

SYLGlVz 

SF103- 1 ' 

SF 103 iia 

SF1035 

SF1035 p - 


SF1036 

SF101B 

sit o ! ’U 

SFlQ/iO 
SFlOiiS 
SF'! 0^9 
SF1050 
SF1055 


SF 1067 

SFlc6?a 

SFlc/>?b 

SF1067c 

SF1069 

S FI 0u9 a 

SF1070 

SFIOBO 

SFl080a 


B21STHICTFT) 

Obligations , Benefits and Trivile^es of Membership in the 
United States Civil Service Retirement System 
Monthly Report of Federal Civilian Employment 
Quarterly Report of Federal Civilian Employment 
Contractor ! s Statement of Continront or Other Fens for 
Solicitin': or Securing Contract. 

Standardized Government Travel Regulations 
Serolo.-c/ 1 

Re die yraphi c Report 

Voucher for Per Diem and/or Reimbursement of E:rpenses 
to Official Travel 

Voucher for Per Diem and/or Reimbursement of Expenses 
to Official Travel - Momora ndim 
Schedule of Frponsos and Itinerary of Traveler 
Voucher for Per Diem and/or Reimbursement of Expenses 
to Official Travel - Continuation Sheet 
Receipt for Cash - Subvoucher 
General Ledger 
Alio t me nt Le d me r 
Allotment Ledger - Copy 
I)i s t r i but i on Le d gc r 
Journal Voucher 

public Voucher for -Purchases and Services Other Than Personal 

Public Voucher for Purchases and Services Other -Than Personal - 

Memorandum 

Public Voucher for Purchases and Services "M,hor ' Than Personal - 
Continuation Sheet 

Public Voucher for Purchases and Services Other Than Personal - 
Coat i nnp t i on S ho c t 
Statement and Certificate o^ Award 

Application for Advance of Funds for Travel Expenses 

Schedule of Collections 

Schedule of Transfers - Special Deposits 

public Vouchor for Refunds - Memorandum 

Public Voucher for Refunds 

Public Voucher for Refunds - Memorandum 

Application for Payment of .Amounts Due Deceased or Incompetent 
Civilian Fmoloyrrs, Officers and Enlisted Men in the Military 
Service, and public Creditors of the* United States 
Public Toucher for Transportation of Passengers 
Public Voucher for Transportation of Pa* senior a 
Public Vouchor for Transportation of Passengers 
Public Vouchor for Transportation of Pace enters 
Vouchor for Allowances at Foreign Posts of Duty 
Voucher for Allowances at Foreign Posts of Ih.it y — Momora, ndum 
Schedule for Retirement and Disability Fund Credits 
Vouchor for Transfers between Appropriations and/or Funds 
Voucher for Transfers between Appropriations and/or Funds - 
Memo ra ndum ( DLsbur s c men t ) 


Incident 

Incident 

Incident 
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SFloBob 

Sin. 0 Rn c 

seiobi 
Pin. no 5 
sin. 090 

snog 7 

SFiog?a. 

SFuOOfl 

SF1.I/H;, 

GF1 1.0 /j 

smon 

s3mo6 

SE1108 

P FI 10 8 a 

SF 111 ? 

SFlllRn. 

smi6 
sn.1.17 
SElllft 
Sni25n 
PF1126 
$ FI 128 
S FI 128 
SFllPR? 

$*nu 120 
S FI 120a 
SFllSQb 

smsofi 

SE1130 

SF112< 

SF1117 

S FI 150 

8 F 2802 

SF,?.Ro6 

SF2807-2 

SF2308 


Memorandum 


Government Fill of Lading - 


HFOTHICr;!) 

Vouchor ;tor Transfers between Appropriations and/or Funds - 
Tint (Collection) 

lour her for Transfers between Anpronrintions and/or Fund s - 
G r e e n ( Col] n c t ion) 

Schedule or Vouchor of Witbdmvpls and Credits between Arroronria- 
t.ioo und/or Funds 

fui-m' - ’ ry Statement of Dioburr.omont and Collections bv Auorooria- • 
tion Limitations 
Schedule of Vouchor Deductions 

Adjustment Vouchor to Effect Correction of Errors 
Ad.iurtmt'nt Voucher to Effect Correction of Errors - Memorandum 
Sc nodule of Cancelled Checks 
TJ. S. ‘'Government Sill of L-iditv - Memorandum 

”• S. Government Sill of lading - Shinning Order 

U. S. Government Freight Waybill - Original 

U. S. Government Freight Waybill - Carrier's Copy 

Certificate in Liou of Lost Tj. g. Government Bill of Tidin' - 
Original 

Certificate in Lion of Lost U. S. Government Bill of Lading - 
Memorandum 

Public Vouchor for Transportation Charges 

Public Vouchor for Transportation Charges - Memorandum 

Statement of General Accounts Balances 

Schedule of Balances Showing Status of Aoorooriations 

S.atemont of Apportionments and Allotment Accounts by Appropriation, 

p * y Boll Certification Control 

Pay Ho 1.1 Chon^o Slip - Padded 

Pay Boll Chanda Sli'n 

P °7 Poll for Personal Servicer 

P<V Poll < or Personal Services - Memorandum 

Voucher for Petty Purchases? 

Voucher tor Potty Purchases ~ Memorandum 

Voucher for Potty Purchases - Continuation Sheet 

Voucher for Potty Purchases - Continuation Sheet (Memorandum) 

Tine and Attendance Renort ; 

Tine and Attendance (li !, xl7») 

Leave Record 

Record 01 Le a v e Pa. t a. T ran s f 0 r r 0 d 

Application for Refund of Retirement Deductions 

Individual Retirement Record Card 

Annual Summary Retirement .Fund Transactions 

Designation, Change or Revocation of Beneficiary 


RESTRICTED 
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HTSTRirTFO 

CIVIL SERVICE FORMS STOCKED IM CIA 


FORM m. 


TITLE 


GST 2 
CS£?00 
CS 2^-0 
csaen? 

C 52*07-1 
os 0005 


Proof of Ho rid on 00 
Fingerprint Cord 

Notice of Correction of Individual Retirement. Record 
Register of St pe rati one and Transfers 
Re-mist nr of Adjustments 

Application for Refund of Retirement Deductions 


PI SCFILAILMOUS FORMS STOCKED IM CIA 


1^07 

1707a 

6569 


Employee 1 g Withholding Exemption Certificate 
Bond Issuance Schedule - United States Savings Bonds - Series E 
Bond Issuance Schedule - United States War Savings Bonds - Series 
?'ovrr of Attorney by Individual for the Collection of Checks 
Orf'en on the Treasurer’ of the United States 



.Qgwcral Service s Adm inistration Forms 

^-7 Property Pass 

O ovor ri Ront Printing Uff ian Forns 

R; - ? 90 Order for Standard Forms or Supplies 

2!!E£3X_2£ Employees * Co’iro cnsa tion Forms 

rt _ l- Employees 1 Notice of Injury or Occupational Bir.ease 

bA-jo Request for Treatment of Injury under the U. S. Employee's 

Compensation Act ' ' 

CA “ 17 P-qaest for Treatment, of Injury under the U. S. Employee's 

Compensation Act when cause of Injury is in Douht 


-D- 
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NOTICE 

25X1A 


SUBJECT: Telephone Security- 



paragraph 

P (2) (a), which reads as follows: 

"The presumption must he that every conversation by telephone 
or interoffice communication system win he overheard, by unauthorized 
persons. No wires are protected, not even those carrying interoffice 
calls. Therefore, Top Secret, Secret, 0 r Confidential information 
must never be discussed over such facilities . " 


1. Special attention is invited to CIA 


25X1A 


2. Certain de-tails pertaining to classified subjects may not in 
themselves constitute classified information and may be discussed by telephone. 

Primary responsibility for determining whether the subject matter to be discussed 
constitutes classified information rests on the individual mating the ^presentation. 

It is also important that the recipient of a telephone message, when "Being information 
which he considers classified, immediately request the caller ho consider whether a 
compromise of security is involved. If there is any doubt in the mind of either 
the caller or the recipient, the call should be terminated promptly and the subject 
discussed in private conversation or by mail. 

3. This specific security measure is brought to youf attention since 
there may be a tendency to relax because most of us use the telephone a great 
deal in the performance of our daily routine. 


I do (not) concur in the above. 
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i JuV* i ; 

Souirily : . 


13 March 1952 


PROCMOTT & SUPPLY OFFICE FIOGULATIGN NO* 

SUBJECT s Security in Connection With Telephone Conversations 


1 . 


Attenti on is particularly invited to that portion of the 


Agency 1 s -3eeurit;y^L 
P (2) (a), which re ads s 


Paragraph 


n The presumption must bo that every conversation fey 
telephone or inter-office communication system mil 
be overheard by unauthorised persons. Ho vires are 
protected, not even those c arising inter-office calls. 
Therefore, Top Secret, Secret, or Confidential infor- 
mation must never be discussed over such facilities*" 

2. This specific security measure is brought to your attention 
since there may bo a tendency to relax because most of us use the 
telephone a great deal in the performance of our daily routine. 

3* It should be noted that the prohibition quoted in Paragraph 
1 above applies to classified information * This means that ’there 
are details about a classif wKi ch in themselves are not 
information" and may be discussed on the telephone. This, however, 
puts the responsibility for decision as to what is classified "in- 
formation" on the person presenting it and thus great care must be 
exercised. It is also important that a person who is called on the 
telephone and is being given what he considers classified "informa- 
tion should call this to the other person 0 ® attention for reconsi- 
deration as to whether security is being violated If there is a 
continuing doubt in the mind of the recipient of such information, 
he should terminate the call promptly and offer to continue the 
subject matter by a personal conversation or by mail, as the dis- 
tance between the two persons may dictate. 

lu It is requested that each person within the Planning Staff* 
Supply Division, and Purchase Division read the subject memorandum. 
When read by all, this Office will be so notified on or before 
21 March 1?52. 


Copy tos 

C, Planning Staff 
C, Purchase Biv. 
C, Supply Biv* 


JAKES A* 


Org* & Methods 
OPS Regulation 


GARRISON 


Service 

File 


Rfcbi iiiswitb 

Security Information 
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25X1A 
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RESTRICTED 


...V4. 


CIA FEDERAL CREDIT UNION 
Washington j D. C. 


a4 April 1952 


SUBJECT: Closing Credit Union Office on 30 April 1$?52» 


1. For the purpose of making un audit , the two Credit Union 
Offices (Room 200 Central Building and Room 2201 I Building) will be 
closed on 30 April 1??2. 

2. Deposits planned for the last day of April should be presented 
on 29 April. Credit Union Offices will be prepared to accept thc.ju, as 
well as transact any other business, “between lOoO hours and 1300 hours. 


3. All members of the Credit Union who have not picked up their 
new passbooks should do so prior to the date of the audit. 

4. The Credit Union Office presently in Room 2201 I Building will 
be located in Room 1040 I Building, effective 1 May iy$2. 

25X1 A 


EDWARD R. SAUNDERS 
President 



DISTRIBUTION NO. 5 
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Sec ur ity Ini orma tion 
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